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ABSTRACT 



This document contains guidelines for the administration and 
accreditation of the standardized craft training process that was developed 
by the National Center for Construction Education and Research (NCCER) in 
partnership with various sectors of the construction and maintenance 
industries. The following are among the topics discussed in Chapters 1-9: (1) 
general history, purpose, and philosophy of the standardized training 
process; (2) terms and definitions; (3) sponsorship eligibility and 
responsibilities (craft training program eligibility for accreditation, 
responsibilities of sponsors and craft training units, the accredited 
training unit process) ,- (4) instructor certification (master trainer and 

craft instructor certification, restricted certification, testing out for 
craft instructor certification) ; (5) training participants (enrollment, 

academic progress) ; (6) program operation (curriculum, facilities and 

services, security of tests, safety, drugs, substance abuse, alcohol and 
firearms, program evaluation; budgeting and cost control) , (7) record keeping 

requirements, (8) recognition, and (9) the NCCER accreditation process 
(purposes of accreditation, the accreditation process, conducting an 
accreditation site visit, reaccreditation, accreditation costs, complaints, 
enforcement of accreditation, board of trustees decisions) . The following 



Reproductions supplied by EDRS are the best that can be made 
from the original document. 



items are appended: a copy of the self-assessment document; suggested 
guidelines for accreditation site visits and an accreditation visitor 
questionnaire; and an accreditation process flowchart. Concluding the 
document are 10 forms including: Stardardized Craft Training Process 
Registration and Release Form, the Registration of Craft Institute 
Certification Form and the Application of Accredited Training Unit form. (MN) 
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Executive Summary 



he National Center for Construction 
Education and Research (NCCER) is a 
non-profit 501(c)(3) education founda- 
tion serving the construction and mainte- 
nance industries. NCCER is supported by major 
trade associations, contractors, and industry spon- 
sors. 

Working in partnership with various sectors of 
the construction and maintenance industries, 
NCCER has dedicated itself to developing 
and maintaining a training process 
which is nationally recognized, stan- 
dardized, portable, and competency- 
based. 

NCCER has developed specific 
training standards and criteria for the 
operation of sponsoring organizations in 
order to ensure that trainees receive a quali- 
ty education. 

Both quality and standardization of NCCER 
training is accomplished through a formal accredita- 
tion process typically found in institutions of higher 
learning. 

The purpose of this document is to provide clear 
guidelines for the administration and accreditation 
of NCCER’ s standardized training programs. 

In overview, Chapters I, II, and III provide 
background information, terms, definitions, and 
specific information on sponsorship eligibility and 
responsibilities. General program requirements and 
principles of conduct for the sponsor are clearly set 
forth in these chapters. 

Chapters IV through VIII illustrate the instruction- 
al components of the standardized training process. To 
ensure the quality of industry-standardized training, 



details are specified for instructor qualifications and 
certification. These sections outline sponsor respon- 
sibilities to trainees, admission, and enrollment 
information. Liformation is presented on curricu- 
lum design, academic standards, facility, and record- 
keeping requirements. The sponsor’s roles and 
responsibilities are set forth in the body of these 
chapters and should be examined carefully. 

Chapter IX describes the accreditation 
process. This information is of vital 

importance to the sponsor. It describes 
eligibility requirements, the self- 
assessment process, accreditation 
levels, accreditation site visits, 
costs, and the re -accreditation 
process. 

The Appendices contain a copy of 
the Self-Assessment Document to assist 
candidates in preparing for accreditation, a set 
of guidelines for accreditation site visits, and a flow 
chart of the accreditation process. 

At the end of this document, the Forms Section 
includes copies of all forms, with the exception of 
the Self-Assessment Document, used in the process. 
Sponsor candidates preparing their Self-Assessments 
should contact NCCER’s Accreditation 
Department for a computer disk and “hard” w'ork- 
ing copy of the Self-Assessment Document. 

When considering application for sponsorship, 
the candidate should examine these Guidelines in 
detail. This examination will assist the candidate 
organization in determining its capability to meet 
and sustain the conditions of NCCER’s national 
standardized training process. 
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Chapter I 



Introduction 



1.1. - General History 

The concept of a standardized craft training pro- 
gram for die construction and maintenance indus- 
tries began early in 1990. The driving force behind 
the effort was the realization that the construction 
industry would soon face a severe shortage of 
skilled workers and that this problem was not being 
addressed in a comprehensive and coordinated fash- 
ion. 

This is not to say that the industry was not train- 
ing. Many industry associations had construction 
training programs and a number of major contrac- 
tors ran excellent in-house programs. 

From the craftspersons’ perspective, however, the 
multitude of curricula and training methods caused 
a severe lack of training portability within the con- 
struction and maintenance industries. From the 
perspective of the individual training organization, 
the cost of developing and maintaining multiple 
programs, all teaching similar skills, was simply not 
feasible. 

In late 1990, leading industry representatives and 
senior executives from eleven major contractors 
began initial discussions first to establish whether or 
not standardized curriculum development was even 
possible, and, if so, to develop a nationally recog- 
nized standardized craft training program for the 
construction and maintenance industries. 

The chief executive officers of the companies 
agreed to proceed. A study was conducted on the 
feasibility of developing standardized training cur- 
ricula in five key crafts: electrical, instrumentation, 
millwright, pipefitting, and welding. In addition to 
these crafts, the study also considered development 
of a Core Construction Skills curricula, a new Train 
the Trainer program, and the development of poli- 
cies and procedures for the creation of a national 
accreditation program for the construction and 
maintenance industries. 



Early in 1991, industry representatives presented 
the results of the feasibility study to the chief execu- 
tive officers and they agreed to proceed. As part of 
the arrangement, each participating company 
released copyrights for existing training materials, 
provided subject matter experts for the develop- 
ment of new competency- based training curricula, 
and donated funds to support the writing, editing, 
and standardization of the materials. 

The Standardized Craft Training Process began 
its pilot year in August, 1992. At that time, the first 
group of Master Trainers were certified. In turn, 
the Master Trainers certified the initial group of 
Craft Instructors. At the same time, the first level of 
training materials for the crafts mentioned above 
were published. This period in 1992 also saw cre- 
ation of the National Registry and registration of 
the first participants from construction and mainte- 
nance craft training programs throughout the 
United States. In that same year, the accreditation 
process for program administration was developed 
and in early 1994, initial sponsors were accredited. 

In 1995, the National Center for Construction 
Education and Research was incorporated to con- 
tinue to develop, maintain, and administer the 
accreditable craft training process in partnership 
with the various sectors of the construction and 
maintenance industries. The NCCER’s mission 
continues to develop through its delivery of 
Management, Safety, Career Development and 
National Craft Assessment Programs. 

12. - General Purpose 

A major characteristic of any profession is the 
specialized knowledge and abilities essential to the 
performance of its work. To help ensure that the 
construction industry has a skilled workforce, 
NCCER established a portable, competency- based, 
standardized training process. The goal of the 
process is to provide standardized training for the 
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construction and maintenance industries in order to 
prepare individuals for gainful employment and 
long term career opportunities. 

13 . - Philosophy 

Recognizing tire construction industry’s respon- 
sibilities to tire general public and its effect on the 
economy and society, NCCER is dedicated to 
developing and maintaining an accredi table stan- 
dardized craft training process in partnership with 
the various sectors of the construction and mainte- 
nance industries. A schematic overview of the 
process is shown below. 

This process is available without discrimination 
due to race, color, religion, national origin, gender, 
age, veteran status, disability, or any other reason 
prohibited by local, state, and/or federal law. 

The process develops specialized skills and 
knowledge required of craftworkers employed in 
the construction and maintenance industries. 

The training process itself is portable meaning 
that the skills and knowledge learned can be trans- 



ferred from one project to another, from state to 
state, and also among various types and sizes of com- 
panies. The standardized craft training process is also 
flexible; it can be conducted in various locations, such 
as local chapters of partnering trade associations, facili- 
ties of partnering companies, secondary and post-sec- 
ondary vocational and technical schools, project sites, 
and plants. Finally, the process by virtue of its modu- 
lar format encourages cross-training and multi-skilled 
training opportunities. 

NCCER accreditation of training programs will 
greatly assist construction craft training in the United 
States by establishing a minimum quality benchmark 
for training. This process will assist training organiza- 
tions in developing and/ or improving standardized 
training programs which effectively match their 
resources and operating conditions while responding 
to the needs of the industry. Li addition, the accredi- 
tation process will recognize training organizations 
that meet the minimum standards of competence, 
warranting public and professional confidence. This in 
turn will foster national unity in construction and 
maintenance craft training and practices for the mutu- 
al benefit of the individual, the industry, and society. 



The Standardized Training Process 
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1 . 4 . - Benefits Of Training 

The following points provide the practical basis 
for the NCCER standardized training process: 

• As U.S. industries compete more fiercely for 
fewer qualified workers, a professional, accred- 
ited training program that offers a clearly 
defined career path will attract and retain high 
caliber workers. 

• In today’s highly competitive markets, clients 
demand increased project quality, and only 
those contractors with a trained and skilled 
workforce capable of meeting that demand 
will succeed. 

• Standardized training will create a national 
pool of construction and maintenance workers 
with identifiable and portable skills. 

• Craft training improves productivity which 
increases profitability. 

• Standardized training will establish construc- 
tion and maintenance as industries with credi- 
ble career opportunities rather than just jobs. 

• Career paths defined through standardized 
training will improve the image of the con- 
struction and maintenance industry. 

• Corporate commitment to improving worker 
skills and professionalism increases employee 
loyalty and motivation, while cutting absen- 
teeism and turnover. 

• Construction and maintenance users, OSHA, 
EPA, etc., no longer tolerate contractors with 
unsafe, unskilled workers, and are holding 
employers liable for failing to train their 
employees. 

• Corporate commitment to training clearly 
demonstrates a commitment to quality man- 
agement, providing a critical competitive 
edge. 

• A professional, highly trained workforce 
increases overall client satisfaction, thereby 
increasing the potential for repeat business. 



• Trained workers are more capable of identify- 
ing potential problems and making innovative, 
cost-reducing solutions. 

• The standardized craft training process pro- 
vides an industry-wide standard of recogni- 
tion, career advancement opportunities, and a 
personal sense of accomplishment and pride 
for workers. 

• Contractors who train have the competitive 
advantage. 

These benefits result in improved productivity, 
reduced accidents and, in turn, more cost-effective 
construction and maintenance. 
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Chapter II 



Terms And Definitions 



The following terms are found throughout this document. Their definitions are provided to ensure con- 
sist ency of understanding and use. 



Accreditation - Confirmation and recognition by 
the National Center for Construction 
Education and Research of construction and 
maintenance training programs which meet 
established minimum standards and criteria. 

Accreditation Process - A voluntary process 

whereby a sponsor’s training program is evalu- 
ated as to meeting and adhering to NCCER 
accreditation standards and criteria. 

Accreditation Visitors - Individuals who visit and 
audit sponsor candidates in accordance with 
NCCER procedures for conducting an accredi- 
tation site visit. 

Accredited Training Unit - An educational train- 
ing entity whose program is accredited under 
NCCER sponsorship and oversight where 
accredited Sponsors and Sponsor Candidates 
do not exist. 

Accrediting Body - The Board of Trustees of the 
National Center for Construction Education 
and Research which has the final authority for 
all accreditation actions. 

Appeal Process - A process established to resolve 
conflicts in accordance with NCCER accredita- 
tion procedures. 

Board of Trustees - The governing body of the 
National Center for Construction Education 
and Research. 

Candidate - A sponsor who has correctly applied 
for but not yet received accreditation of its 
training program. A sponsor may be in candi- 
date status for up to eighteen months. 

Certification - The confirmation and recognition 
of the successful completion of training for the 
Craft Instructor and/or Master Trainer. 
Certification applies only to Craft Instructors 
and Master Trainers. 



Competency- Based - An instructional process 

where the trainee acquires predetermined mea- 
surable skills and knowledge at his or her own 
pace. 

Co-Sponsorship - Joint training conducted by two 
or more existing accredited training pro- 
grams/sponsors or candidate sponsors. 

Course Map - A graphic representation showing 
the sequence of the NCCER’s Standardized 
Craft Training modules to be completed within 
a level. 

Craft Instructor - An individual certified in accor- 
dance with the NCCER Instructor 
Certification Training Program (ICTP) and 
thereby authorized to teach craftspeople. 

Craft Training Program - Task training, appren- 
ticeship programs, upgrade training, cross- 
training, multi-skills training, and odier types of 
construction and maintenance training. 

Craftworker - Trainees, apprentices, and others 
engaged in construction and maintenance 
activities. 

Guest Instructor - A non- certified individual pre- 
senting information contained in the approved 
training material and consistent with the train- 
ing objectives, such as a building inspector, 
material vendor, or OSHA official. 

Level - A predetermined number of NCCER 
Standardized Craft Training task modules 
designed and sequenced to form approximately 
one year of training and/or a minimum of 144 
hours of instruction. 

Master Trainer - An individual who has been certi- 
fied in accordance with the NCCER Instructor 
Certification Training Program (ICTP) for 
Master Trainers and who is authorized to train 
craft instructors. 
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Module - A single instructional unit in NCCER’s 
standardized construction and maintenance 
curricula. A module is also the smallest instruc- 
tional unit that can be completed and recog- 
nized under NCCER’s Standardized Craft 
Training Process. 

National Center for Construction Education 
and Research (NCCER) - A non-profit edu- 
cational foundation serving the construction 
and maintenance industries. NCCER is respon- 
sible for the design, implementation, control, 
and evaluation of the standardized craft train- 
ing process nationwide. In addition, NCCER 
designs and conducts safety, management edu- 
cation, and training programs. It also develops 
and implements industry image enhancing pro- 
grams as well as conducting practical, industry- 
related training and education research. 

National Craft Assessment and Certification 
Program (NCACP) - A national program 
developed by NCCER to assess the journey- 
level knowledge and skills of craftworkers, pro- 
vide task- specific feedback for knowledge 
upgrade training, and certify a participant’s suc- 
cessful performance on knowledge or written 
and skill components of the assessment process. 
Additional information can be found in the 
NCACP’s Polity and Procedures guide. 

National Registry - A database maintained by the 
National Center for Construction Education 
and Research which lists the names of the indi- 
viduals who have successfully completed 
NCCER’s standardized construction and main- 
tenance curricula task modules, the NCCER 
Master Trainer Process, the NCCER Instructor 
Certification Training Program, Accreditation 
Visitor Training, Career Development 
Institute, and/or other NCCER approved 
training and education. 



NCCER’s Standardized Construction and 
Maintenance Curricula - A series of compe- 
tency-based, task-driven construction and 
maintenance craft training programs developed 
by the National Center for Construction 
Education and Research. (Also known as the 
Wheels of Learning.) 

Performance Evaluator - An individual who meets 
the minimum requirements of a craft instructor 
and has successfully completed modules 1, 6, 
and 9 of the ICTP Classified in the NCCER 
Registry as Performance Evaluators they are 
authorized to administer module performance 
tests in their particular craft. 

Performance Test - A hands-on demonstration 
which measures the craftworker’s ability to per- 
form the skills covered in a module. 

Registrar - The individual designated by NCCER 
to perform specific registration activities of the 
National Registry. 

Restricted Craft Instructor - An individual who is 
recognized by a sponsor as having demonstrat- 
ed competence in a particular subject and has 
successfully completed the entire ICTP, except 
in the case of a Performance Evaluator as 
described above. This individual may teach a 
module or evaluate performance in that subject 
area. 

Sponsor - Local chapters of partnering trade associ- 
ations, member firms of partnering trade asso- 
ciations, and other entities approved by 
NCCER as having an accredited craft training 
program and/or designated approval of 
NCCER Safety and Management programs. 



14 



8 



Guidelines for the Administration and Accreditation of the Standardized Craft Training Process 



Sponsored Accredited Training Unit - A training 
unit under an accredited sponsor that has com- 
pleted an approved process for recognition of 
its training program and is die re fore accredited 
in addition to die accreditation of its Sponsor. 
Designed to assist schools in obtaining funding 
based on formal recognition, it is open to all 
training units who meet die established criteria 
of the process. 

Sponsor Representative - The person or persons 
authorized by the sponsor to be the primary 
liaison between the sponsoring organization 
and NCCER. 

Testing Out - Craftworkers may successfully com- 
plete each task module by passing both the 
written and performance tests. 

Third Party - An entity, which is not eligible for 
accreditation, engaged by a sponsor to provide 
training, such as a secondary school, communi- 
ty college, or training company. 

Training Completion Packet - A packet contain- 
ing a trainee’s NCCER Standardized Craft 
Training transcript, Training Completion 
Certificate, Wallet Card, and Recognition 
Letter which is sent to the trainee’s Sponsor 
upon the completion of an NCCER 
Standardized Craft Training level. The Sponsor 
then will forward the packet to the trainee 
according to the Sponsor’s procedures. 



Training Unit - A sponsor training site that has a 
dedicated “training unit representative” who 
fully administers die training program at die 
site and processes NCCER paperwork for sub- 
mission to the sponsor. 

Training Unit Representative - The individual 
authorized by die sponsoring organization to 
be die liaison between the training unit and die 
sponsor representative. 

Transcript - An official NCCER document which 
records successful completion of NCCER 
approved Standardized Training. 

Written Test - A written examination which evalu- 
ates die student’s or trainee’s knowledge of die 
content of an NCCER Standardized 
Constriction and Maintenance Curricula module. 
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Chapter III 

Sponsorship Eligibility And Responsibilities 



III.1. - Introduction 

Formal recognition of a standardized craft train- 
ing program will only be extended to a program 
that is operating under an NCCER approved spon- 
sor. Sponsors may include the following: 

• Chapters of partnering trade associations 

• Member firms of partnering trade associations 

• Other entities approved by NCCER 

All sponsors must be approved by NCCER It is 
recognized that training units differ in size and 
scope. Each sponsor’s program will be evaluated on 
its own merit in accordance with NCCER 
Accreditation Standards and Criteria, and on the 
sponsor’s ability to meet local training needs. 
Training units will be designated by their sponsors. 

Sponsors may use the services of other sponsors 
or serve as co-sponsors of a program. The training 
program sponsor may engage the services of a third 
party for the delivery of training. Examples of third 
parties include secondary and post- secondary voca- 
tional/technical schools, community colleges, or 
training companies. If the sponsor engages a third 
party, the standards and criteria contained in this 
document shall apply to the training provided by 
the third party. In all cases, the responsibility of 
adhering to the accreditation standards and criteria 
remains with the NCCER approved training pro- 
gram sponsor. 

IIL2. - Craft Training Program 
Eligibility For 
Accreditation 

To be considered for accreditation a potential 
sponsor must: 

1. have the resources needed to effectively con- 
duct craft training, and 



2. use the NCCER’s Standardized Construction 
and Maintenance Curricula, and 

3. use certified Craft Instructors in accordance 
with the policies set fordi in this document 
and the NCCER Guidelines, and 

4. apply for accreditation by submitting the 
NCCER Preliminary Application For 
Training Program Sponsorship , Form 100 and 
a retainer to be used for reimbursement of the 
direct costs of the accreditation visitors. The 
Form 100 is located in the Forms Section of 
this document. 

Upon acceptance of the application, the sponsor 
will be awarded Candidate status and will be pro- 
vided with documents to assist diem in the prepara- 
don for accreditation. Initial accreditation will be 
considered upon submittal of a completed Self- 
Assessment Document (SAD). This is to be accom- 
plished within eighteen months. 

Accreditation or removal of accreditation shall 
remain the sole right of the NCCER Board of 
Trustees. 

III.3. - Responsibiuties Of 
Sponsors 

The sponsor’s training units shall have clearly 
established lines of authority and responsibility as 
well as adequate resources to achieve the goals of 
the craft training unit(s). Adequate financing for the 
training unit is a requirement and an indication of 
sponsor support for the program. 

Every sponsor will have a representative or repre- 
sentatives who will be the formal liaison between 
the sponsoring organization and NCCER The 
sponsoring organization must adhere to the 
NCCER’s accreditation policies and procedures. 

To maintain accreditation, the sponsor must sub- 
mit an annual report using the NCCER standard 
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format, Form 103-Guidelines for the Preparation 
and Submission of Annual Reports (see the Forms 
Section). The annual report will cover the calendar 
period January 1 through December 31 and must 
be submitted to NCCER by February 1. Failure to 
do so will result in the loss of accreditation. 

111.4. - Responsibilities Of The 

Craft Training Unit 

The training unit representative must be quali- 
fied and empowered by the sponsor organization 
with sufficient authority, support, and time to 
accomplish die unit’s goals and objectives. The 
training unit representative will be the formal liai- 
son between the training unit and sponsor repre- 
sentative. The organizational structure of the train- 
ing unit should encourage communication, cooper- 
ation, coordination, and interaction among the 
training unit representative, instructors, and 
trainees. The training unit representative should 
encourage continuing education of instructors. 

It is important that the craft training unit have a 
well defined organization in order to achieve its 
stated goals and objectives. In addition, its training 
policies and procedures must be consistent with 
those contained in the NCCER accreditation 
guidelines. The training unit representative, instruc- 
tors, and trainees must be made aware of, and must 
adhere to the standards and criteria contained in 
this document. 

111.5. - Sponsored Accredited 

Training Unit Process 

NCCER Accredited Sponsors have the opportu- 
nity to formally recognize their training units utiliz- 
ing the Form 105- Accredited Training Unit Self- 
Assessment Document to create an NCCER recog- 
nized “Sponsored Accredited Training Unit.” 

A collateral benefit of this policy will be to assist 
schools in obtaining funding based on formal 
recognition by a national accreditation body. 



Sponsored Accredited Training Units (SATU) 
may include the following: 

• Secondary and post-secondary schools 

• Vocational and Technical schools 

• Contractors and other entities as deemed 
appropriate by NCCER 

To apply for Training Unit accreditation, the 
SATU candidate must follow' NCCER standards for 
the Training Unit Accreditation Process, which 
include: 

1. the resources needed to effectively conduct 
craft training and provide the Sponsor with a 
statement of same using the Form 105- 
Accredited Training Unit Self-Assessment 
Document , and 

2. use NCCER’s standardized construction and 
maintenance curricula or test all students for 
completion using the written and performance 
tests found in each module of NCCER’s 
Standardized Construction and Maintenance 
Curricula, and 

3. use certified craft instructors in accordance 
with the policies set forth in this document 
and the NCCER Guidelines, and 

4. apply for accreditation by submitting the 
NCCER Preliminary Application For 
Training Unit Accreditation , Form 104 and 
the application fee. A retainer may be request- 
ed by the sponsor to be used for reimburse- 
ment of the direct costs of the accreditation 
visit. The Form 104 is located in the Forms 
section of this document. 

5. Since the training unit is applying for accredi- 
tation under an existing sponsor, all forms and 
retainers shall be submitted to the sponsor. 
However it is the responsibility of the 
Sponsor to notify NCCER within 10 days 
of the application date by forwarding a 
copy of Form 104 and the application fee to 
the NCCER’s Accreditation Department. 
Concurrent with this notification, the 
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Sponsor should provide the NCCER with 
the details of its accreditation procedures 
which must be consistent with NCCER 
Guidelines. (This requirement will be 
waived if the Sponsor should accredit addi- 
tional training units and its current policy 
is on file with the NCCER.) 

As part of the accreditation process, the SATU 
Candidate shall complete die Form 105- Accredited 
Training Unit Self-Assessment Document. Included 
in the Self-Assessment, die Training Unit Candidate 
will be expected to provide the following informa- 
tion: 

• A history of its training program. 

• A procedure for linking its program dirough 
the Sponsor to the industry. This procedure 
should include provision for industry over- 
sight, consultation, and continuing support of 
the candidate’s program will be mandatory. 

• The above procedure shall provide an effective 
method for linking its trainees to potential 
employers. 

• A policy that provides the opportunity for 
post-secondary training that will allow trainees 
to continue and finish their craft training 
upon completion of their secondary education 
(applicable to secondary educational units). 

• A polity that provides for recognition of pre- 
vious training and provides a method for verify- 
ing previous experience through u testing out” 
(applies to post-secondary schools and organi- 
zations, and must comply with NCCER pro- 
cedures). 

• A polity that encourages the opportunity for 
continued training of trainees upon employ- 
ment in the industry. 

The duration of candidate status for a Sponsored 
Accredited Training Unit (SATU) shall be for a 
period no longer than 18 months, from the date of 
application, during which the SATU candidate shall 
complete and submit its formal Self-Assessment 



Document to the Sponsor. A copy of the Self- 
Assessment Document shall be provided to NCCER 
together with Sponsor’s policies for Accreditation, 
no later than 10 days after receipt of the original 
from the Training Unit. NCCER will review and 
approve die policies or return to the Sponsor for 
revision as needed. No accreditation can be granted 
prior to approval of the Sponsor’s policies and 
review of the SATU’s Self-Assessment Document by 
die NCCER. 

During die time the SATU is in candidate status, 
it shall certify instructors and register successful 
completion of training vvidi NCCER through pro- 
cedures established with its Sponsor. At this time, 
the sponsor may establish procedures that will 
enable the SATU to report training direcdy to die 
NCCER. Should accreditation not be granted, the 
status of the SATU’s registrations will be deter- 
mined by the NCCER. 

To maintain accreditation or candidate status, the 
SATU must submit an annual report using die 
NCCER standard format (see die Forms Section). 

The annual report will cover the academic 
period of the previous year and must be submit- 
ted to the SATU’s Sponsor in accordance with 
the Sponsor procedures. Appropriate details of 
this report shall be included in the Sponsor’s 
Annual Report to NCCER. Failure to do so 
could result in the loss of accreditation or candi- 
date status. Emphasis and evaluation shall be 
placed on the SATU’s on-going efforts to main- 
tain and further develop credible and effective 
industry linkage. 

The accreditation period for a Sponsored 
Accredited Training Unit (SATU) will be for a peri- 
od of no longer than 36 months from the date of 
accreditation. To obtain renewal of accreditation, 
the SATU will be expected to maintain industry 
linkage and oversight of its program within the 
Sponsor’s Guidelines. The SATU should utilize the 
resources and support of its Sponsor to assist in this 
process as needed. 
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While NCCERwill provide the Sponsor with 
assistance in establishing its accreditation and 
administration, it is die Sponsor’s responsibility to 
provide NCCER with verifiable demonstration of 
its own oversight of its SATU programs. 

Should the SATU be unable to maintain an 
effective program, in compliance witii NCCER and 
Sponsor Guidelines, it shall provide the Sponsor 
with a detailed explanation of its efforts during diat 
time, and a plan, to correct problems noted during 
the following 12 -month period. The Sponsor must 
provide a copy of this explanation to NCCER with- 
in 10 days of receipt. The Sponsor and NCCER 
will evaluate the SATU’s explanation and on-going 
plan. Based on the evaluation, the Sponsor will 
either grant a one-time, 12 -month probationary 
accreditation continuance or terminate the program 
from SATU status. A written copy of this decision 
must be provided to both the Sponsored 
Accredited Training Unit (SATU) and the 
NCCER. 

NCCER retains the right to evaluate each pro- 
gram based on its individual merits and potential. 

III.6. - Accredited Training Unit 
Process 

The orientation of this Accredited Training Unit 
(ATU) polity is toward the educational community 
where accredited Sponsors and Sponsor Candidates 
do not exist. 

This policy will assist NCCER in providing the 
opportunity for involvement in the Standardized 
Craft Training program by schools that qualify out- 
side of the scope and/or capabilities of existing 
sponsors. A collateral benefit of this policy will be 
to assist schools in obtaining funding based on for- 
mal recognition by a national accreditation body. 

Accredited Training Units(ATUs) may include 
the following: 

• Secondary and post- secondary schools 

• Vocational and Technical schools 



To apply for Training Unit accreditation, die 
ATU candidate must follow' NCCER standards for 
die Training Unit Accreditation Process, which 
include: 

1 . die resources needed to effectively conduct 
craft training and provide NCCER with a 
statement of same using die Form 105- 
Accredited Training Unit Self-Assessment 
Document , and 

2. use NCCER’s standardized construction and 
maintenance curricula or test all students for 
completion using the written and performance 
tests found in NCCER’s Standardized 
Construction and Maintenance Curricula, and 

3. use certified craft instructors in accordance 
with the policies set forth in this document 
and the NCCER Guidelines, and 

4. apply for accreditation by submitting the 
NCCER Preliminary Application for 
Training Unit Accreditation, Form 104 , and 
the application fee. A retainer may be request- 
ed to be used for reimbursement of the direct 
costs of the accreditation visit. The Form 104 
is located in die Forms Section. 

5. All forms, fees, and retainers shall be submit- 
ted to NCCER’s Accreditation Department. 

6. The Training Unit Candidate shall provide for 
its own Master Trainer in order to train its 
own instructors in compliance with the 
NCCER Guidelines and provide guidance in 
the program’s policy development and execu- 
tion. The training unit may provide an 
NCCER certified instructor to fulfill this guid- 
ance requirement provided that the instructor 
has successfully completed the complete 
Instructor Certification Training program as 
opposed to the abbreviated version. 
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As part of the accreditation process, the Training 
Unit Candidate shall complete the Form 105- 
Accredited Training Unit Self-Assessment Document. 
Included in the Self-Assessment, the Training Unit 
Candidate will be expected to provide the following 
information: 

• A history of its training program. 

• A discussion of its attempts to identify and 
participate with an existing NCCER sponsor 
shall be provided. 

• If available Sponsors are unable or not willing 
to establish sponsorship of the Training Unit, 
NCCER may allow the Training Unit to con- 
tinue its application for Accredited Training 
Unit status. If the Sponsor declining sponsorship 
of the Training Unit is a Partnering Trade 
Association, NCCER will notify the national 
office of the Trade Association of the local chap- 
ter’s declination. 

• A procedure for linking its program to die 
industry that includes provision for industry 
oversight, consultation and continuing sup- 
port of the candidate’s program will be 
mandatory. The Training Unit is required to 
demonstrate that this industry oversight is 
actively involved in the program’s overall plan- 
ning, development, and execution. 

• The above procedure shall provide an effective 
method for linking its trainees to potential 
employers. 

• A policy that provides the opportunity for 
post-secondary training that will allow trainees 
to continue and finish their craft: training 
upon completion of their secondary education 
(applicable to secondary educational units). 

• A policy that provides for recognition of previ- 
ous training and provides a method for verify- 
ing previous experience through ‘Testing out” 
(applies to post -secondary schools and organi- 
zations, and must comply with NCCER pro- 
cedures). 



• A policy that encourages the opportunity for 
continued training of trainees upon employ- 
ment in the industry. 

The duration of candidate status for an NCCER 
sponsored ATU shall be for a period of 18 months, 
from tiie date of application, during which the 
ATU candidate shall complete and submit its for- 
mal Self-Assessment Document to NCCER During 
the time the ATU is in candidate status, it shall cer- 
tify instructors and register successful completion of 
training with NCCER Should accreditation not be 
granted, the status of registrations will be deter- 
mined by NCCER 

To maintain accreditation or candidate status, the 
ATU must submit an annual report using the 
NCCER standard format (see the Forms Section). 
This annual report shall be completed in coopera- 
tion with the organization or body providing indus- 
try linkage and signed by an officer of that organi- 
zation or body. 

The annual report will cover the academic 
period of the previous year and must be submit- 
ted to NCCER by February 1. Failure to do so 
will result in the loss of accreditation or candi- 
date status. As NCCER reviews the ATU’s 
annual report emphasis and evaluation will be 
placed on the Training Unit’s on-going efforts 
to (in the case of a candidate) develop and/ or 
(in the case of and ATU) maintain credible and 
effective industry linkage. 

The accreditation period for NCCER sponsored 
ATUs will be for 36 months from the date of 
accreditation. To obtain renewal of accreditation, 
the ATU will be expected to maintain industry link- 
age and oversight of its program. The ATU should 
utilize the resources and support of NCCER to 
assist in this process as needed. 

At any time, a Craft Training Sponsor may 
request of NCCER assumption sponsorship of an 
ATU. This request is to be presented formally, in 
writing to the NCCER’s Accreditation 
Department. When doing so the Sponsor shall pro- 
vide the NCCER with a detailed statement of its 
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plan for providing local administration and over- 
sight together with supporting documentation. 
Upon verification of its statement by NCCER, the 
Craft Training Sponsor will assume Sponsorship of 
the ATU. 

NCCER will notify both parties of its decision 
on Sponsorship in writing. This action will not 
affect the training unit’s status as an Accredited 
Training Unit (ATU). 

Should the ATU be unable to maintain its indus- 
try linkage, it shall provide NCCER with a detailed 
explanation of its efforts during that time, and a 
plan, to redevelop industry linkage during the fol- 
lowing 12-month period. NCCER will evaluate the 
ATU’s explanation and on-going plan. Based on 
the evaluation, NCCER will either grant a one- 
time, 12-month probationary accreditation contin- 
uance or terminate the program from ATU status. 

NCCER reserves the right to evaluate each pro- 
gram based on its individual merits and potential, 
or on an annual basis. 
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Chapter IV 

Instructor Certification 



There are two categories of instructors: Master 
Trainers and Craft Instructors. Master Trainers 
must be trained and certified direcdy by the 
National Center for Construction Education and 
Research through successful completion of die 
Instructor Certification Training Program for 
Master Trainers. All Craft Instructors must be 
trained and certified by Master Trainers. 

In order for a Master Trainer or Craft Instructor 
to be registered with die NCCER, they must be 
approved by a Sponsor. 

IV1. - Master Trainer 
Certification 

In order to obtain Master Trainer certification, 
applicants must first demonstrate at least one of the 
following: 

1. two years of experience as a trainer, instructor, 
or educator, or 

2. an Associate’s Degree or higher in education, 
a construction-related field, industrial arts, or 
a similar field from an accredited post- 
secondary institution, or 

3. a minimum of two years of experience at a 
supervisory level or higher in the construction 
or maintenance industry. 

Once the above prerequisite has been attained, 
the applicant must successfully complete NCCER 
Instructor Certification Training Program (ICTP) 
for Master Trainers, presented direcdy by NCCER. 
Master Trainers who wish to be registered with the 
NCCER, for the purpose of training craft instruc- 
tors, must be approved by a Sponsor. 

NCCER will schedule training sessions for 
Master Trainers on a regular basis in locations 
throughout the country. Notice of these sessions 
will be publicized by NCCER. Specially scheduled 
sessions for Master Trainers may be requested in 



writing to NCCER and must include the proposed 
location, the number of expected participants, and 
the proposed dates. 

Upon receiving approval from NCCER, a spon- 
sor may host an ICTP - Master Trainer program. 
The Sponsor should contact NCCER to schedule 
the program and purchase the ICTP Master Trainer 
Kits. In addition, the sponsor will pay all expenses 
and fees for the program direcdy to NCCER. Fees 
for hosting an ICTP - Master Trainer Program will 
be published annually by NCCER. 

Upon completion of the training session, the 
NCCER Trainer of Master Trainers will provide the 
NCCER Registry with the attendee’s pass or fail 
status. NCCER wall enter the successful partici- 
pants’ names in the National Registry and will 
award a certificate of successful completion. The 
certificate of successful completion will be forward- 
ed to the participant and a letter of notification sent 
to the participant’s sponsor. Master Trainer candi- 
dates cannot become certified by testing out. 

In order to retain certification, the Master 
Trainer must be endorsed by or employed by an 
approved sponsor, and 1) teach or co-teach die 
ICTP at least once every three years, 2) re-attend 
the Instructor Certification Training Program for 
Master Trainers at least once every three years, or 
3) be an active NCCER Certified Accreditation 
Visitor. 

IV2. - Craft Instructor 
Certification 

Craft instructor candidates must have experience 
at a minimum level of a journeyperson in their craft 
or have a minimum of three years experience as a 
certified teacher in a vocational/technical construc- 
tion or maintenance related training program. 

In order for craft instructor candidates to be reg- 
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istered by NCCER they must be approved by a 
Sponsor. 

The sponsor is responsible for assuring that can- 
didates meet these minimum requirements. All craft 
instructors must successfully complete the NCCER 
Instructor Certification Training Program conduct- 
ed by a NCCER-certified Master Trainer. Master 
Trainers may also serve as craft instructors if they 
meet all the conditions outlined in this section of 
the document. 

Upon completion of the training session, the 
Master Trainer will provide the sponsor entity with 
the Form 101, Registration of Craft Instructor 
Certification registering those attendees successfully 
completing the ICTP. The sponsor entity will for- 
ward a copy of the Form 101 to the NCCER 
Registry. NCCER will enter the participant’s names 
in the National Registry and award a certificate of 
successful completion. The certificate of successful 
completion and related documents will be forward- 
ed to the sponsoring entity and provided to atten- 
dees’ in accordance with the sponsor’s policies. 

To retain certification, the Craft Instructor must 
1) be endorsed by or employed by an approved 
sponsor, and 2) teach at least one of NCCER’s 
standardized construction and maintenance curricu- 
la modules for a sponsor once every two years, or 
he/she must re-attend the Instructor Certification 
Training Program. The craft instructor may be re- 
certified by successfully completing the Abbreviated 
Version of the ICTP which consists of Modules 1, 

6, 9 and 10 of the program and sucessful comple- 
tion of all written tests in NCCER’s ICTP provid- 
ed: 

1 . the training program sponsor approves the 
request to test out, and 

2. the instructor has previously taught the 
NCCER Standardized Construction and 
Maintenance Curricula in compliance with 
with NCCER’s policies and procedures, 

3. and successfully submitted the completion of 
that training to NCCER’s Registry. 



The craft instructor may also re- certify utilizing 
the Abbreviated ICTP if: 

1 . the training program sponsor approves the 
request to test out, and, 

2. the craft instructor re-certifying has a mini- 
mum of three years experience as a certified 
teacher in aa vocational/technical craft train- 
ing program. 

IV3. - Restricted Certification 

Sponsors are allowed to use individuals who sat- 
isfy specific training needs as instructors or perfor- 
mance evaluators on a restricted basis. There are 
three categories of Restricted Certification. These 
are: 

1. Individuals who are utilized to evaluate per- 
formance only must meet minimum require- 
ments of a craft instructor and must success- 
fully complete modules 1, 6, and 9 of the 
ICTP. These individuals will be classified in 
the NCCER Registry as Performance 
Evaluators. 

2. Individuals who are utilized to instruct specific 
modules must have demonstrated competence 
in the subject being taught and must success- 
fully complete the entire ICTP. These individ- 
uals will be classified in the NCCER Registry 
as Restricted Craft Instructors. 

3. Individuals who are utilized to instruct safety- 
related modules must have demonstrated 
competence in the subject being taught and 
successfully complete the entire ICTP. These 
individuals will be classified in the National 
Registry as “Safety Instructors” or be certified 
as Construction Site Safety Master Instructors 
or Technicians. (Information on the CSSP 
Program can be obtained from the NCCER 
Customer Service Department - Ask for the 
“CSSP Overview and Administrative 
Guidelines”^ 
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4. Individuals who are utilized to instruct First- 
Aid and CPR shall have one of the following: 
A NCCER National Registry “Safety 
Instructor”, CSST, or guest instructor desig- 
nation. They should also possess First Aid 
and/or CPR Instructor credentials from a 
nationally recognized First- Aid/CPR training 
program provider. Guest Instructors must 
teach under the direct supervision of a certi- 
fied Craft Instructor or Master Trainer. 

Sponsors must report to NCCER on Form 101 - 
Registration of Craft Instructor Certification , the 
specific areas in which the restriction applies. For 
example, if an instructor is to be used to teach a 
math module, this must be reported by module 
number. If an individual is to be used as a perfor- 
mance evaluator, this must also be reported. 
Transcripts issued by NCCER will clearly indicate 
these instructor restrictions. 

IV4. - Welding Instructors 

Craft Instructors who teach various categories of 
welding are restricted according to the following 
criteria: 

Structural Welding Instructor — has met the 
minimum requirements for a craft instructor plus 
has an active certification in Shielded Metal Arc 
Welding (SMAW) - 2, 3, and 4G is restricted to 
teaching: 

• Core Modules 00101 thru 00106 

• Level I Welding Modules - 29101, 
29104-29107 

• Level II Welding Modules - 29110 

• Level III Welding Modules - 291 1 1 

Pipe Welding Instructor — has met the mini- 
mum requirements of a Structural Welding 
Instructor, as stated above, plus has an active certifi- 
cation in Shielded Metal Arc Welding (SMAW) - 
6G Open Butt is restricted to teaching: 



• Core Modules - 00101 thru 00106 

• Level I Welding Modules - 29101, 
29104-29109, 29112-29113 

• Level II Welding Modules - 29102, 29110, 
29114, 29201 and 29301 

• Level III Welding Module - 291 1 1 

Combination Pipe Welding Instructor — has 
met the minimum requirements of a Pipe Welding 
Instructor, as stated above, plus has an active certifi- 
cation in Gas Tungsten Arc Welding (GTAW) and 
(SMAW) - 6G Open Butt is restricted to teaching: 

• Core Modules 00101 thru - 00106 

• Level I Welding Modules - 29101, 
29104-29109, 29112-29113 

• Level II Welding Modules - 29102, 29110, 
29114, 29201, 29301, 29303-29306 

• Level III Welding Module - 291 1 1 

Combination Pipe Welding Instructor — has 
met the minimum requirements of a Combination 
Pipe Welding Instructor, as stated above, plus has 
an active certification in Semi-Automatic Welding 
Processes - GMAW and FCAW is unrestricted as to 
teaching within the welding craft. 

For Level One Welding Only: NCCER-certi- 
fied high school, vocational school and community 
college welding instructors teaching level one weld- 
ing are not required to have an active certification 
in a welding process. However, a welding instructor 
must have possessed an active certification at one 
time during his/her career. The instructor must 
meet all state teaching requirements in the state in 
which he or she is instructing. 

Performance Testing for Welding: In accor- 
dance with American Society of Mechanical 
Engineers Section 9 and American Welding Society 
D 1.1, instructors may choose the following 
options for Performance Profile testing for certain 
welding modules. These Performance Profile test- 
ing options may be given, at the instructor’s discre- 
tion, only to trainees who have passed all written 
tests for the following modules, and who are cur- 
rendy working as joumeyperson-level pipe welders. 
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For welding modules 29108 SMAW Bead and 
Fillet Welds, 29112 SMAW Groove Welds with 
Backing, and 29113 SMAW Open V-Butt Welds, 
die instructor may administer the Performance 
Profile test in module 29114 SMAW Open-Root 
Pipe Welds. Successful completion of the 29114 
Performance Profile test will satisfy the performance 
testing requirements of modules 29108, 29112, 
and 29113. 

For welding module 29203 GTAW Plate, the 
instructor may administer the Performance Profile 
test in module 29204 GTAW Carbon Steel Pipe. 
Successful completion of the 29204 Performance 
Profile test will satisfy the performance testing 
requirements of module 29203. 

IV5. - Testing-Out For Craft 
Instructor Certification 

NCCER strongly urges sponsor and/or candi- 
dates to not allow testing-out for Craft Instructor 
certification, however, Craft Instructor candidates 
may test-out if both of the following conditions 
have been met: 

1 . the training program sponsor approves the 
request to test-out, and 

2. the craft instructor candidate has a minimum 
of three years experience as a certified teacher 
in a vocational/technical craft training pro- 
gram. 

If the above two conditions are met, the craft 
instructor candidate may test- out by performing all 
of the following: 

1 . successfully complete the Abbreviated Version 
of the Instructor Certification Training 
Program, which consists of Modules 1, 6, 9, 
and 1 0 of the program, and 

2. successfully complete all of the written tests in 
the entire NCCER Instructor Certification 
Training Program. 



If the candidate fails either the written or perfor- 
mance test, he or she must take the entire NCCER 
Instructor Certification Training Program. 

IV6. - Exceptions 

“Guest” insuaictors can be utilized as long as the 
certified craft instructor or Master Trainer is in 
attendance, and the information being presented by 
the guest instructor is contained in the approved 
training materials and is consistent with the training 
objectives. Using a guest instructor does not allevi- 
ate the certified instructor’s responsibility for quali- 
ty and integrity of instruction. 

In the event that a certified instructor is unable 
to fulfill his/her teaching responsibilities, a non -cer- 
tified instructor may be utilized, if the instructor 
and sponsor are actively pursuing certification sta- 
tus. The non-certified instructor must complete the 
ICTP and be certified within 90 (ninety) days of 
the date of the substitution. The sponsor shall 
notify NCCER of the action, in writing, within 
10 (ten) working days after the substitution is 
made. 

Other exceptions to the preceding standards and 
criteria must be approved in writing by NCCER. 

IV7. - Master Craft Instructor 
Certification 

NCCER Certified Craft Instructors may, on a 
voluntary basis, obtain additional recognition by 
participating in the National Craft Assessment and 
Certification Program (NCACP). Certified Craft 
Instructors with a minimum of five years continu- 
ous NCCER craft training experience may obtain 
certification as a Master Craft Instructor through 
successful completion of the NCACP Skills 
Assessment for their craft. In addition to successful 
completion of the assessment, the craft instructor 
must teach and record an average of five module 
completions in the NCCER’s National Training 
Registry each year for a five-year period. 

u 
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Master Craft Instructor Certification (MCIC) is 
the NCCER’s highest level of recognition for Craft 
Instructors. The intent of MCIC is to provide 
deserving recognition for NCCER’s most dedicated 
and qualified craft instructors. 

Instructors seeking MCIC through the use of 
the NCACP, whether successful or not, will in no 
way have their current standing as NCCER 
Certified Craft Instructors affected. 
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Chapter V 



Training Participants 



VI. - Enrollment 

It is important that attention be given to the 
capabilities and professional motivation of trainees 
entering die craft training program. It is recognized 
that no single criterion for die admission of trainees 
into the program can predict die potential for suc- 
cess of the individual. The credentials of the 
trainees admitted to a program in craft training 
should be commensurate with die requirements of 
the craft training curricula. 

The training unit shall adhere to die admission 
and enrollment policies and procedures of the craft 
training program sponsor. Admission policies 
should be directed toward trainees with the ability 
and credentials for successful completion of the 
craft training program. The recruitment, selection, 
employment and training of apprentices (and/ or 
trainees) shall be without discrimination because of 
race, color, religion, national origin, Vietnam era 
veteran status, sex, or disability. 



V2. - Academic Progress 

Counseling and guidance should be available to 
all trainees in die craft training programs so that 
their needs, interests, and abilities are considered in 
preparing and implementing a plan of study. 

A record system must be utilized w'hich keeps 
the trainee, instructor, and employer informed of 
the trainee’s progress. It is important that high and 
low' performance be monitored. High achievement 
should be recognized and rew'arded, while low' 
achievement should be detected and corrected. 

Testing criteria of trainees is covered in the next 
section. Chapter Vl-Program Operation. 
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Chapter VI 

Program Operation 



VI.1. - Curriculum 

The curriculum for the Standardized Craft 
Training Process must be NCCER’ s Standardized 
Construction and Maintenance Curricula. The basic 
instructional unit in every craft of NCCER’s 
Standardized Construction and Maintenance 
Curricula is die task module. Every task module con- 
sists of a Trainee Guide, an Instructor’s Guide, a 
written test, and a performance test. Each task mod- 
ule is assigned a number of hours representing the 
suggested teaching time for the specific module. 

Supplemental text materials are acceptable, but 
only to the extent riiat they augment, not replace, 
the NCCER’s Standardized Construction and 
Maintenance Curricula. 

Every task module can be taught individually. 
Therefore, different training objectives can be real- 
ized by using specific task modules, hi addition, task 
modules can be grouped togeriier to provide an 
entire level of training. NCCER packages groups of 
task modules into manuals. For example, there are 
18 task modules in the Level One Electrical Manual. 
Modules being used in levels (i.e. Level One through 
Level Four) satisfy the related classroom training 
requirements of Apprenticeship, Training, Employer 
and Labor Services (ATELS) approved apprentice- 
ship training. 

A course map has been developed for each level, 
providing a graphic representation of the task mod- 
ules needed to complete a specific level in a given 
craft training program. This map will help the trainee 
more effectively plan what modules need to be taken 
and the suggested sequence toward completion. 

The successful completion of every task module 
must be demonstrated by specified results on the fol- 
lowing tests: 

Test No. 1 - achieve a score of 70 percent or 
higher on the written examination. 



Test No. 2 - successfully complete the task mod- 
ule performance examination to the satisfaction of 
the instructor. This is a pass/ fail examination. 

The written tests must be administered by a certi- 
fied craft instructor or Master Trainer. Tire perfor- 
mance test must be administered by a certified craft 
instructor or certified performance evaluator experi- 
enced in the specific craft. 

The sponsor’s training policies and procedures 
must allow for re- testing. Written re- tests are to be 
scheduled by the training unit representative. A mini- 
mum 48-hour waiting period is required before re- 
testing of the written exam. Performance re- tests will 
be given at the discretion of the craft instructor 
whether immediately or at a later time designated by 
the instructor. 

It is not the intent of the standardized training 
program that self-study be die mode of training 
delivery. However, individuals who have gained 
knowledge and experience may u test out” by passing 
borii examinations without having to attend instruc- 
tion. One attempt will be allowed to test out per 
module. Failure to test out will require die individual 
to attend instruction for the specific module (s) in 
question. In addition, the craft training program 
sponsor must accept all previous training as indicated 
on the official NCCER transcript. 

The sponsor shall keep the completed written tests 
for the period of time stated in its training policies 
and procedures. 

A trainee may appeal any adverse decision in 
accordance with the sponsor’s appeal poliq'. If the 
appeal is not resolved with die sponsor, the trainee 
may submit it to NCCER within 60 days from writ- 
ten notice of the adverse decision. A copy of the let- 
ter to NCCER must be given to the sponsor. 
NCCER must respond to the trainee and the spon- 
sor within 60 days of receipt of the appeal. NCCER’s 
decision is final with no further appeal possible. 
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The trainees will be recognized upon completion 
of individual task modules and craft levels in accor- 
dance with the criteria contained in the recognition 
section of this document. In addition, recordkeep- 
ing must be performed in accordance with the cri- 
teria presented in the Recordkeeping requirements 
-section of this document. 

VI 2. - Faciuhesand Services 

There shall exist an adequate amount of space to 
carry out the instruction. An adequate supply of 
materials, tools, and equipment needed to support 
the class size and instructional content will be avail- 
able. 

The physical facilities should be well maintained 
and organized to accommodate teaching/learning 
activities such as lectures, discussions, and laborato- 
ry work. The nature of craft training programs 
imposes a need for special types of space and equip- 
ment to introduce the trainee to realistic construc- 
tion and maintenance methods and procedures. It 
is important that the facilities be arranged to 
encourage trainee and instructor interaction. The 
physical facilities must meet all regulatory and spon- 
sor safety and health requirements. 

Appropriate instructional support services and 
resources must be available to the trainees and 
instructors. 

VI.3. - Security of Tests 

Sponsors will act to ensure the security of 
NCCER’ s Standardized Construction and 
Maintenance Curricula Craft Training written tests. 
NCCER will act to ensure that the unauthorized 
use or the misuse of these written tests is prosecut- 
ed to the fullest extent of all applicable federal and 
state law's. 



VI.4. - Safety 

Sponsors will demonstrate their commitment to 
providing the highest level possible in safety and 
health areas. The sponsor will comply with all 
applicable occupational healrii, safety and environ- 
mental law's and regulations. The sponsor will 
develop a written safety plan for classrooms, labs, 
and field trip activities. These plans will include 
instructor safety audits. 

VI.5. - Drugs, Substance Abuse, 
Alcohol, and Firearms 

Sponsors will develop a written policy prohibit- 
ing the use, possession, concealment or sale of 
drugs, controlled substances, alcohol, and firearms. 
The policy' will include the use and reporting of 
legal drugs. 

VI.6. - Program Evaluation 

Sponsors will develop a written polity for a for- 
mal program evaluation process that will include 
evaluation of instructors, trainees, curricula, and 
facilities. 

VI.7. - Budgeting and Cost 
Control 

The sponsor will develop a formal budget 
process to include procedures for cost control of 
expenditures both yearly and on a day-to-day basis. 

VI.8. - Revised Module 

Designation Numbers and 
the Recognition of Older 
Material 

As of January 1, 2000, NCCER is adding suffix- 
es to modules to designate the year of revision to 
that particular module. As revisions are published, 
the suffix will be added to the module number with 
a hyphen extension between the module number 
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and the year of revision. For example, prior to 
2000, the designation for the Core Basic Safety 
module read as 00101. The Core Basic Safety revi- 
sion will read as 00101-00. Similarly, if the same 
module receives a revision in 2003, that revision 
would read: 00101-03. Under this procedure, die 
basic five digit module numbers will remain 
unchanged. 

As of January 1, 2000, Form 2005 recording 
training presented using older material will be 
accepted by the NCCER Registry for a period of 
up to four years after a major revision unless other- 
wise designated by NCCER After that four-year 
period Sponsors still using the outdated material 
will be notified diat they have a one year grace peri- 
od to bring their material into compliance. Material 
submitted after the completion of the grace period 
will not be accepted by the NCCER Registry. 

The intent of these policies is two-fold. First, to 
provide continuity for trainees and instructor's in 
the planning and tracking of their training pro- 
grams and second, to ensure that trainees are using 
the most current and safe methods for learning 
their trades. Instructors and administrators are 
advised that reasonable effort should be made to 
ensure that trainees are always informed of changes 
that affect method and safety. 
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Chapter VII 

Recordkeeping Requirements 



As part of NCCER’s Standardized Craft Training 
Process, the training program sponsor is required to 
adhere to the following recordkeeping require- 
ments. 

VII.l. - Application for Training 
Program Sponsorship 

The Preliminary Application for Training 
Program Sponsorship, Form 100 , must be complet- 
ed, signed, and dated by an officer of the sponsor 
applicant’s organization. It should be sent to 
NCCER in accordance with the instructions found 
on the form. This form is contained in the Forms 
Section of this document. 

VI I 2. - Annual Report Form 

To maintain Accreditation or Candidate status, 
the Sponsor or Sponsor Candidate must submit an 
annual report using the NCCER standard format 
(see the Form 103 - Annual Report Document). 

The annual report will cover the calendar period 
January 1 through December 3 1 and must be 
submitted to NCCER by February 1. Failure to 
do so will result in the loss of accreditation or 
candidate status. 

VII. 3. - Training Reports 

During the time the sponsoring organization is 
in candidate status, the candidate sponsor may reg- 
ister successful completion of training with the 
NCCER Should a candidate sponsor not be 
accredited, status of registrations will be determined 
by NCCER 

The following are the recordkeeping require- 
ments for both trainee and instructor information. 
Copies of forms mentioned in this section are 
found in the Forms Section of this document. 



Trainee Records - For each Task Module com- 
pleted by a trainee, the training program sponsor 
must verify successful completion by completing 
the Form 200 - Craft Training Report Form. The 
instructor, the Training Unit Representative, and 
the sponsor representative must sign the form to 
verify completion. 

The completed form is then forwarded to 
NCCER for entry in the National Registry. 

NCCER will then send an updated Craftworker 
Transcript to the trainee through the training pro- 
gram sponsor representative. Transcripts will be 
valid only when they are signed and bear the official 
imprinted seal of the National Center for 
Construction Education and Research. 

When a trainee has completed NCCER’s 
Standardized Construction and Maintenance 
Curricula Task Modules required to reach a level as 
defined in the curricula, NCCER will notify the 
craft training sponsor. Upon successful completion 
of the level, the trainee will be issued a wallet card 
and certificate by NCCER 

Instructor Records - NCCER will maintain the 
certification records of craft instructors and Master 
Trainers in the National Registry. Upon successful 
completion of the respective program and proper 
submission of the completion documents, the indi- 
vidual will be issued a wallet card and certificate by 
NCCER 

VII.4. - Release of Information 

Records of all instructors and trainees in the pro- 
gram will be maintained as confidential. All partici- 
pants in the training programs will be required to 
sign a NCCER release card allowing NCCER to 
verify a participant’s training status to a training 
program sponsor, if requested. See the Forms 
Section for a sample release form. 



o 

ERJC 



T7 



January 2001 31 



Should the receipt of a NCCER registration and 
release form not be recorded in the National 
Registry, a signed and notarized request from the 
trainee must first be received by NCCER. Only 
then will NCCER release the information to a 
sponsor representative. 

NCCER will not distribute any lists of certified 
Master Trainers, craft instructors, or trainee partici- 
pants, unless requested by a sponsor representative 
for his or her employees only. Furthermore, 
NCCER will not contact certified Master Trainers, 
certified craft instructors, or trainees on behalf of 
any other entity or person. 

Sponsors will provide trainees with a release form 
authorizing the Registrar of the NCCER Training 
Registry to verify information in their craft: training 
records to Sponsor Representatives upon request 
and holding harmless the National Center for 
Construction Education and Research for this veri- 
fication process. A model copy of this release can be 
found on the Standardized Craft Training Process 
Registration and Release Form in the Forms section 
of this book. 

All requests for verification of training informa- 
tion must be in writing and must be signed by the 
sponsor representative. 

VI I. 5 . - Other Requirements 

It is imperative that all parties to the training 
process keep training- related records confidential 
and secure. A breach of confidentiality may lead to 
loss of accreditation status. 

Trainees, craft instructors, and Master Trainers 
may request replacement copies of their records, 
certificates, and wallet cards by submitting a writ- 
ten, signed, and notarized request to the NCCER 
Registrar. A fee will be charged for the replace- 
ments. 



All training information must be retained by 
NCCER indefinitely. Craft training sponsors will 
retain training information in accordance with their 
own policies and procedures. 

VII.6. - Updating Sponsorand 
Sponsor Related Information 

When general sponsor or training unit informa- 
tion needs to be updated, corrected, or changed, 
the sponsor representative must complete NCCER 
Form 300 - Change of Sponsor Information and sub- 
mit it to the NCCER Registry. This will apply not 
only to the subtraction of training units, but also to 
the incoming transfer of instructors from other 
sponsoring entities, the dismissal of instructors from 
the sponsor’s employment, and the transfer and/or 
updating of student information. 

When training units are added to a sponsor’s or 
sponsor candidate’s training program a Training 
Unit Information Sheet needs to be completed and 
submitted to the NCCER Registry. 
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Chapter VIII 



Recognition 



The following are the forms of recognition in die 
NCCER Standardized Craft Training Process. 

VIII.l. - Training Sponsor 

To be recognized as having a high quality train- 
ing program for die construction and maintenance 
industries and adhering to the NCCER accredita- 
tion standards and criteria, the training sponsor will 
be extended accredited status for a specific period 
of time. An “Accredited Training Program” certifi- 
cate wall be presented to sponsors with accredited 
programs. 

VIII2. - Master Trainer 

Trainers who have successfully completed the 
authorized Instructor Certification Training 
Program (ICTP) for Master Trainers will be certi- 
fied by the NCCER as being a Certified Master 
Trainer, have their names placed in the National 
Registry, and receive a certificate of completion and 
w^allet card. 

VIII.3. - Craft Instructor 

Instructors who have been trained and certified 
by Master Trainers, using the Instructor 
Certification Training Program, will be certified by 
NCCER as being a Certified Craft Instructor, have 
their names placed in the National Registry, and 
receive a certificate of completion and wallet card. 



VIII.4. - Trainee 

Trainees wiio successfully complete each task 
module will be recognized through the aw^ard of an 
updated craftworker transcript and by having their 
name placed in the NCCER National Registry. 
Upon successful completion of a level within a spe- 
cific craft, the trainee will be issued a w r allet card 
and certificate of completion. When a trainee has 
successfully completed an entire craft training pro- 
gram, he or she will receive a certificate of comple- 
tion and wallet card. 

VIII.5. - Accreditation Visitor 

Individuals who successfully complete the 
Accreditation Visitor Training Program presented 
directly by NCCER will be certified by NCCER as 
being Certified Accreditation Visitors, have their 
names placed in the National Registry, and receive a 
certificate of completion and wallet card. 
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Chapter IX 

The NCCERAccrediwion Process 



EXT - Introduction 

Accreditation of craft training programs will 
greatly assist the construction and maintenance 
industries in the United States by ensuring that the 
participants are receiving a quality education based 
on uniform standards and criteria. 

EX2. - Purposes of Accreditation 

The purposes for accrediting NCCER standard- 
ized craft training programs are to: 

1 . Establish uniform minimum criteria for craft 
training which will aid training units in devel- 
oping programs which respond to the needs 
of the construction and maintenance indus- 
tries. 

2. Recognize craft training programs that meet 
minimum standards of competence, warranti- 
ng public and professional confidence. 

3. Assist training units and trainees in the transfer 
of participant training credit among accredited 
sponsors. 

4. Provide the construction and maintenance 
industries with assurances that individuals who 
have successfully completed craft training pro- 
grams are prepared for productive positions. 

5. Foster national uniformity in construction and 
maintenance craft training for the mutual ben- 
efit of the Construction and Maintenance 
industries, society, and the worker. 

EX2.1. - Disclaimer 

NCCER’s accreditation process is designed solely 
to achieve the purposes set forth above. NCCER 
does not claim or intend to certify the compliance 
of any craft training program, sponsor, or employer 
with any state or federal law, including, but not lim- 
ited to, any law relating to apprenticeship or train- 



ing, equal employment opportunity, education, or 
any other applicable statute. 

DC3. - Eligibility 

To be considered for accreditation a potential 
sponsor must: 

1 . have the resources to effectively conduct craft 
training, and 

2. use NCCER’s Standardized Construction and 
Maintenance Curricula, and 

3. utilize all certified craft instructors in accor- 
dance with the policies set forth in this docu- 
ment, and 

4. apply for accreditation by submitting the 
NCCER Preliminary Application For 
Training Program Sponsorship , Form 100 and 
a retainer to be used for reimbursement of the 
direct costs of the accreditation visitors. Form 
100 is located in the Forms Section of this 
document. 

DC4. - The Accreditation Process 

The following section presents an overview of 
the accreditation process. 

DC4.1. - Completing and 
Submitting the 
Application for Initial 
Accreditation 

The accreditation process is initiated by the 
potential sponsor by completing the Preliminary 
Application Form, and a check or money order for 
the accreditation visitors retainer, and submitting 
them to NCCER. Upon receipt of the correctly 
completed form, the retainer, and any required 
attachments, the applicant’s craft training program 
will be placed in candidate status. 
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DC42. - Conducting a Self- 
Assessment 

Upon being placed in candidate status, NCCER 
will contact the candidate to review the conduct of 
the self-assessment. The candidate is required to use 
the “ Form 102-Guidelines for the Preparation of the 
Self-Assessment Document” A copy of the Self- 
Assessment Document (SAD) is located in 
Appendix I of this book. 

The candidate will have up to eighteen 
months to complete and submit its formal Self- 
Assessment Document. To assist the candidate, 
NCCER will provide both a blank hard copy of and 
a computer disk of the Form 102 to be used in 
completion of the Self-Assessment Document. The 
SAD will only be accepted in the format of the 
NCCER’ s Form 102. Any questions concerning the 
completion of the Form 102 should be referred to 
the NCCER’ s Accreditation Department. 

If die candidate fails to adhere to this require- 
ment, accreditation status will not be awarded. 

IX.4.3. - Review of Self-Assessment 
Document and Visiting 
Team Report for Initial 
Accreditation 

Upon receipt of the completed self-assessment 
document, NCCER will identify two accreditation 
visitors to review the document to ascertain 
whether the sponsor candidate complies with the 
NCCER accreditation standards and criteria. One 
of the accreditation visitors will represent the con- 
struction and maintenance industry, and the other 
will be a NCCER designated representative. 

Upon review of the material, a mandatory accred- 
itation site visit will be scheduled with the sponsor 
candidate. After the visit, the two accreditation visi- 
tors will make a recommendation in the final visiting 
team report to the NCCER Board of Trustees as to 
whether or not to award initial accreditation to the 
craft training process, and at what level. Levels of 
accreditation are described in section IX.4.6. 



If the two accreditation visitors find they cannot 
agree on the final decision, or if both agree on an 
adverse decision, the self-assessment document and 
any other related information will be forwarded to 
NCCER for review. It will be the NCCER 
designee’s responsibility to confer with the two 
accreditation visitors to achieve a consensus regard- 
ing die recommendation for accreditation of the 
craft training program. 

If the recommendation is to accredit the sponsor 
candidate’s training process, die accreditation visi- 
tors will agree on the level of the initial accredita- 
tion as described in section IX.4.6. This recommen- 
dation to the NCCER Board of Trustees will be 
based on a consensus of the three opinions. 

DC44. - Board of Trustees Final 
Decision 

The NCCER Board of Trustees will make the 
final decision whether or not to accredit the craft 
training program. If the decision is to accredit, the 
candidate will be notified in writing and informed 
of the requirement to submit annual reports. If, 
however, the decision is not to accredit, the candi- 
date will be so notified in writing and given the 
specific reasons why such a decision was reached. 

The candidate will be provided with the oppor- 
tunity to appeal any adverse NCCER Board deci- 
sion. In addition, the candidate can remove itself 
from consideration for accreditation any time dur- 
ing die review process. It should be noted that all 
accreditation deliberations, including any adverse 
decisions, wall be kept in strict confidence by all par- 
ties involved in the process. 

DC4.5. - Conducting an 

Accreditation Site Visit 

As mentioned in section IX.4.3 above, a team of 
two individuals one from the construction and/or 
maintenance industry and the other being a desig- 
nated NCCER representative, who are acceptable 
to the sponsor will conduct a visit to the training 
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unit(s) in accordance widi NCCER procedures for 
conducting an accreditation site visit. The purposes 
for die visit are to: 

1. Substantiate the content of the Self- 
Assessment Document. 

2. Assess factors that cannot be documented in 
die self-assessment document, such as the 
quality of the instruction and the morale of 
the instructors and trainees. 

3. Inspect instructional materials, facilities, and 
program administration. 

4. Provide feedback which can be used to 
improve the craft training program. 

Based on the contents of the self-assessment doc- 
ument and the results of die visit, the two accredi- 
tation visitors will write a visiting team report. The 
report will be sent to die sponsor candidate’s repre- 
sentative to provide die opportunity to respond. 

The response must be included as part of the final 
visiting team report. After receiving the response 
from the sponsor candidate and finalizing the visit- 
ing team report, the accreditation visitors will make 
a recommendation to the NCCER Board of 
Trustees as to whether or not to accredit the craft 
training program. 

For your assistance, Appendix 3 of this docu- 
ment contains a flow chart of the accreditation 
process. 

1X4.6. - Accreditation Levels 

If a craft training program is awarded accredita- 
tion, it will be awarded for a specific number of 
years, depending on the strength of the program. 
The two possible levels are as follows: 

1. Accreditation for three (3) years with a report 
on the progress of correcting weaknesses. This 
progress report is considered as part of the 
annual report required by NCCER 

2. Accreditation for six (6) years with a report on 
the progress of correcting weaknesses. This 



progress report is considered as part of the 
annual report required by NCCER 

The decision as to what level of accreditation will 
be awarded is final and cannot be appealed. The 
only information which will be made available pub- 
licly is whether a craft training program is accredit- 
ed. The level of accreditation will be held in strict 
confidence by NCCER 

1X4.7. - Submitting Annual 
Reports 

It will be the responsibility of the sponsor or the 
sponsor candidate to complete and submit an annu- 
al report in accordance with the NCCER guidelines 
as discussed in the Record-keeping Chapter of this 
document. Failure to do so will result in removal of 
accreditation or candidate status. (See Form 103 in 
the Forms Section.) 

EX4.8. - Applying forRe- 
Accreditation 

The re- accreditation process is designed to 
ensure that sponsors are continuing to adhere to 
the voluntary guidelines for die administration of 
the standardized craft training process. All accredit- 
ed craft training program sponsor representatives 
will be notified six months prior to the expiration of 
their accreditation and will be sent the criteria and 
instructions on conducting a self-assessment. If the 
sponsor wishes to re-apply, it will have six months 
to conduct a new self-assessment and complete a 
Self-Assessment Document. 

Re -accreditation does not automatically require a 
revisit. However, for consistency NCCER has creat- 
ed the following guidelines to assist in conducting 
the re -accreditation process. 

1. A sponsor can obtain re -accreditation for the 
same length of time as their original accredita- 
tion if the following conditions are met: 

a) Self-Assessment Document (SAD) must be 
submitted to NCCER for review. 
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• The SAD must be completed to 
the satisfaction of the two- person 
NCCER review team. 

b) During the term of the original accredita- 
tion, each of the following must be true: 

• There have been no significant 
problems or concerns associated 
with record keeping or training 
reported to the NCCER’s 
National Registry. 

• There have been no significant 
complaints or concerns registered 
by users with NCCER regarding 
training or education services pro- 
vided by the sponsor. 

• Written and performance testing 
must be occurring in accordance 
with NCCER guidelines. 

• Annual reports have been well 
done and submitted on time. 

• Sponsor information is kept cur- 
rent by updating as needed with 
NCCER 

• Training unit information is 
reported to NCCER and kept 
current by updating as needed 
with NCCER 

c) If (a) is not completed properly, accredita- 
tion may be suspended or terminated. 

d) If any item in (b) is not true, NCCER will 
conduct a re -accreditation site visit. 

The focus of the visit will be to ensure overall 
compliance but an emphasis should be placed on 
identified deficiencies. 

2. The length of accreditation cannot be 
increased from the original accreditation length 
during the re -accreditation process without a re- 
accreditation site visit. 

Organizations seeking accreditation that have 
previously had their sponsorship or candidacy 



terminated by NCCER must submit a new applica- 
tion for training program sponsorship. Re -accredi- 
tation does not apply to former sponsors or sponsor 
candidates that have been terminated. 

DC4.9. - Probation 

Probation is a status which may only be imposed 
upon an accredited craft training program during 
die period of accreditation. Probation is not an 
option for sponsor candidates or for accredited 
sponsors at the time of renewal of accreditation. 
This status is reserved for those accredited craft 
training programs that are found to have fallen 
below NCCER accreditation standards and criteria. 
Probationary status, if designated by the NCCER 
Board of Trustees, will be for a specific period of 
time not to exceed the period of remaining accredi- 
tation of the craft training program. 

After the sponsoring organization has reached 
the end of the probationary period, the NCCER 
Board of Trustees must make a determination to 
continue or withdraw accreditation. If such a status 
is assigned to a craft training program, publication 
of the fact that the program has been put in this 
category is required until such time as the sponsor- 
ing organization withdraws from NCCER’s accredi- 
tation process or is returned to full accreditation. 
Probationary status can be removed by the 
NCCER Board of Trustees upon receipt and accep- 
tance of evidence from the sponsoring organization 
that the deficiencies resulting in the probation have 
been corrected. Normally, a special on-site re- 
accreditation visit is required. 

Accreditation may be withdrawn from the craft 
training program by the NCCER Board of Trustees 
if the problems that led to the probation status are 
not corrected by the sponsoring organization and 
accepted by NCCER 

DC4.10. - Costs of Accreditation 

When submitting the Form 1 00-Preliminary 
Appliance for Training Program Sponsorship , the 
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organization will also submit a deposit to NCCER 
This deposit will be used for reimbursement of the 
direct costs of the accreditation visit. The amount 
required for deposit will be published periodically 
by NCCER. 

The direct costs of die accreditation visit are lim- 
ited to the following visitor expenses: 

• Coach airfare 

• Lodging 

• Parking 

• Ground Transportation 

• Meals 

• Other reasonable and customary expenses 
direcdy related to the \isit 

Non- reimbursable expenses include personal 
phone calls, entertainment, newspapers, and maga- 
zines. 

Should any disagreement arise concerning reim- 
bursement, NCCER will make the final decision. 

Accreditation Visitors will use NCCER- approved 
expense forms to request reimbursement from 
NCCER and will document all expenses. NCCER 
will reimburse the accreditation visitors and send 
copies of the forms and documentation to the can- 
didate sponsor. Should die total exceed the amount 
of the deposit, NCCER will invoice the candidate 
sponsor for the balance; should the total be less 
than the deposit, NCCER will refund the balance 
to the candidate sponsor. These payments shall be 
made within fifteen days of the conclusion of the 
visit. 

This policy is also in effect for re -accreditation 
visits. 

1X5. - Complaints 

All complaints relating to NCCER concerning 
accredited craft training programs and/or their 
sponsors must be in writing, signed, and notarized. 
Based on its policies and procedures on complaints. 



NCCER will investigate die complaint and make an 
independent determination as to its validity. 

If the complaint is found to be valid, NCCER 
will so notify the sponsor and ask that corrections 
be made and documentation provided to verify that 
action has been taken. If die deviation is not cor- 
rected in die time allowed, die accreditation of die 
craft training program will be revoked. 

IX.6. - Enforcement of 

Accreditation Guidelines 
and Non-Compliance 

The primary mission of NCCER as an accredit- 
ing body is to establish and enforce the benchmarks 
for the quality and effectiveness of training 
throughout the construction and maintenance 
industries. The success of this mission is dependent 
upon every sponsor and sponsor candidate uphold- 
ing their responsibility for ensuring diat dieir pro- 
gram operates in accordance with die established 
guidelines for accreditation of die standardized craft 
training process. 

NCCER is committed to making every effort to 
verify that every sponsor or sponsor candidate is 
complying with all accreditation standards. 
However, NCCER’s first priority is to support and 
help organizations seeking accreditation in dieir 
compliance efforts. Thus, every sponsor or sponsor 
candidate must assume the responsibility for ensur- 
ing that their program, including all training units, 
is in compliance. Willful non-compliance will not be 
tolerated and will be dealt with expeditiously. 
Ignorance of the requirements set forth in The 
Guidelines for the Administration and Accreditation 
of the Standardized Craft Training Process will not 
be accepted as justification for non-compliance. 
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NCCER will follow a consistent procedure for 
addressing issues of non-compliance with organiza- 
tions, as follows: 

Sponsor 

1. First warning or initial notification of non- 
compliance: 

Verbal with Written follow-up Letter 

2. Second warning: 

Written 

• States deficiencies and time deadline for 
correcting 

3. Third warning: 

Written Notice of Sanctions 

• States deficiencies and sanctions for non- 
compliance up to and including probation 
and suspension of accreditation status. 

4. Termination: 



• Recommendation to Terminate Candidate 
status referred to the NCCER Board of 
Trustees 

Note: As a general guideline, NCCER will allow 
30 days between each level of warning. Further, all 
enforcement-related deliberations, including sanc- 
tions, suspensions and termination decisions, will be 
kept in strict confidence by all parties involved in 
the process. 

Petitions seeking permission to reapply for 
Training Program Sponsorship 

Any sponsor or sponsor candidate who is termi- 
nated may seek new accreditation by petitioning the 
NCCER Board of Trustees for permission to reap- 
ply. Petitions seeking permission to reapply for 
Training Program Sponsorship must include verifi- 
cation that deficiencies leading to the termination 
of the original sponsorship or candidacy have been 
corrected. A six-month waiting period is recom- 
mended before submitting a petition to the 
NCCER Board of Trustees. 



Written Notice Terminating Accreditation 
Status 

• Recommendation to Terminate 
Accreditation status referred to the 
NCCER Board of Trustees 

Sponsor Candidate 

1. First warning or initial notification of non- 
compliance: 

Verbal with Written follow-up letter 

2. Second warning: 

Written 

• States deficiencies and time deadline for 
correcting 

3. Termination: 

Written Notice of Termination of Candidate 
Status 



DC6.1. - Enforcement of 

Accreditation: Change of 
Organizational or 
Ownership Status of a 
Sponsor or Sponsor 
Candidate 



Buyouts, mergers, acquisitions and wholesale exec- 
utive or training management turnover is common- 
place in both the construction industry and todays 
business world in general. When any of these scenar- 
ios occur to an organization, including trade associa- 
tion chapters, that has obtained or is seeking to 
obtain accreditation through NCCER, the NCCER 
will examine and evaluate each individual case closely. 
NCCER has not developed a single blanket proce- 
dure for this area. NCCER will make determinations 
based on the examination and evaluation of the mer- 
its and circumstances of each individual case. 
However, to ensure some degree of consistency, 
NCCEBjl^ established the following guidelines: 
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1 . Any significant change in organizational or 
ownership status of a sponsor or sponsor can- 
didate should be reported within 90 days to 
NCCER Reports must be written notification 
from the sponsor representative or the organi- 
zation’s designated representative to NCCER 
to explain the circumstances of the situation in 
detail and its impact on their accreditation and 
the standardized craft training process. Written 
notification is absolutely mandatory in cases 
of: 

• Ownership changes of a sponsor or spon- 
sor candidate organization through pur- 
chase, buyout, merger or acquisition. 

• Extensive executive management turnover 

• Removal or replacement of a sponsor rep- 
resentative 

• Major personnel turnover or reorganiza- 
tion of a sponsor or sponsor candidate’s 
training and development function 

2. Accreditation is not transferable from one 
company to another through purchase, buy- 
out, merger or acquisition without the written 
approval of NCCER 

3. Wholly owned subsidiaries that do not operate 
independent of the parent organization must 
be designated as a training unit of the parent 
company. Subsidiaries that do operate inde- 
pendent of the parent company, including 
separate management, human resources, train- 
ing and development and accounting func- 
tions may be designated as a training unit of 
the parent company or seek accreditation as a 
separate organization and sponsor. However, 
independent subsidiaries that choose to be a 
training unit of the parent company must 
report their training to the NCCER National 
Registry through the parent company. 

IMPORTANT NOTE: Always seek legal 
counsel when considering the operational rela- 
tionship between a subsidiary and the parent 



company. Some relationships may have legal 
ramifications especially in situations where 
organizations have operated in a double- 
breasted fashion in the past. 

When needed, NCCER wall follow^ procedures 
listed in IX.6 for addressing issues of non-compli- 
ance in this area. 

DC7. - Board of Trustees Decision 

The NCCER Board of Trustees will make the 
final decision regarding termination of a sponsor or 
sponsor candidate for non-compliance with the 
NCCER’s guidelines for accreditation of the stan- 
dardized craft training process. The sponsor or can- 
didate will be notified in waiting and given the spe- 
cific reasons for the Board’s decision to terminate. 

The sponsor or candidate may appeal the 
NCCER Board’s decision to terminate. Appeals 
must be submitted to NCCER within 60 days of 
the date of termination. During die 60 days, die 
accreditation status or candidacy will be suspended 
until the outcome of die appeals process. The deci- 
sion of the appeals process is final and will be car- 
ried out immediately. 
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Appendix 1 

A Copy of the Self-Assessment Document 



T o obtain a computer diskette copy and 
“hard copy” of the Self-Assessment 
Document, apply for accreditation by sub- 
mitting the Preliminary Application For 
Training Program Sponsorship, Form 100 and a 
retainer to be used for reimbursement of the direct 
costs of the accreditation visitors to the NCCER 
Registry. The Form 100 is located in the Forms 
Section of this document. 

Acceptance of the correctly completed Form 100 
and retainer will place your organization’s training 
program in candidate status. As a sponsor candi- 
date, you have up to 18 months to prepare for 
accreditation. One of the purposes of the SAD is to 
assist in that preparation and provide a critical 
review of your craft training program. The items 
listed here address accreditation standards and crite- 
ria. All sections in the SAD should be referenced 
exactly as presented here. 

The recommended tabular formats and headings 
that have been included throughout this document 
should be used in writing the self-assessment 
report. Where applicable, additional information 
may be inserted immediately following the pages to 
which they pertain. Major additions should be 
placed in an appendix. 

A copy of the sponsor’s craft training policies and 
procedures, along with other supporting documen- 
tation such as Instructor and Trainee Handbooks, 
must be included as part of the Self-Assessment 
Document. Upon initial completion, a complete 
copy of the Self-Assessment Document is submitted 
to the NCCER Accreditation Department for 
review and correction as needed. 

Upon final completion, the sponsor candidate 
submits four copies of the SAD to NCCER One 
copy is retained in the NCCER office and two 
other copies are provided to the NCCER-designat- 
ed site visit and review team. The fourth copy is 
provided to the NCCER Board of Trustees to 
review. 



Preparation of the Self- 
Assessment Document 

Note: The Sponsor Representative should have a 
thorough understanding of die Policies and 
Procedures of the Accreditation Process. Therefore 
it is recommended that die Sponsor Representative 
review these Guidelines and contact NCCER’s 
Accreditation Manager if there are any questions. 

The Self-Assessment Document serves three pur- 
poses: ( 1 ) to guide the sponsoring organization 
through a critical review of its craft training pro- 
gram, (2) to provide information to NCCER to 
ensure a fair evaluation of die craft training pro- 
gram, and (3) to serve as an historical document for 
the sponsoring organization and NCCER These 
purposes should be kept in mind when preparing 
the report. 

Information should be provided in enough detail 
so as to allow those reviewing die report to ade- 
quately interpret it. In addition, it is recognized diat 
unique situations occur relative to die information 
requested. In these cases, it is recommended that 
any special conditions and/or variances be explained 
as part of the response to the specific question(s). 
Information available in published literature may be 
included in the report by appropriate reference. 

For programs seeking re -accreditation, describe 
the actions taken to correct “weaknesses” dted in 
the previous site visit team report. These descrip- 
tions should be placed in the appropriate sections of 
the self-assessment report. 

Sponsor candidates should make every effort to 
change any “negative” response to a “positive” one. 
However, the sponsor candidate should also under- 
stand that no single negative response would neces- 
sarily disqualify a program. Each program will be 
evaluated on its own merit. The sponsor candidate 
should feel free to contact NCCER’s Accreditation 
Department for guidance or interpretation. 
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Form 102 



Form 102 — Self-Assessment Document (Sample) 

Sponsor Candidate (Company or Chapter Name): 

Sponsor Candidate Mailing Address: 

City/S tate/Zip Code: 

Sponsor Candidate Shipping Address: 

City/S tate/Zip Code: 

Telephone Number: 

Fax: 



Sponsor Representative: 

Title (Position In The Organization): 

Telephone: 

Fax: 



Email: 



Second Contact: 



Title (Position In The Organization): 

Telephone 

Fax: 



Email: 



Current Date Of Completion: 
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Form 102 (cont.) 



Section I: Organization and Administration 

A. Provide historical information related to craft training by this organization. 

B. Provide die written policy for die administration of your training programs. 

C. List or attach the training goals and objectives for each active training unit. 

D. List die location, name, and title of each active training unit representative. 

Training Unit Location ( City & State) Name and Title of TrainingJJnit Representative 

(Sponsor may attach a copy of their Training Unit Information Summary for each training unit.) 

E. State written policy for addressing grievances and attach a copy. 

F. State the written policy for complying with federal regulations, such as ADA and EEO/Affirmative 
Action. 

G. Attach the organizational chart for die training department which demonstrates staffing and manage- 
ment functions. 

H. State written policy for the allocation and control of training expenditures including day-to-day opera- 
tions. 

I. Present budget for the overall training operation, or make it available for inspection by Accreditation 
Visitors. 

J. Summarize the written policy for the formal evaluation of your training program(s). (Attach the 
details, if any). 

K Summarize your written policy for the control of substance abuse. (Attach die details, if any). 



Section II: Curricula 

A. Does your training program use NCCER’s Standardized Construction and Maintenance Curricula? 

YES NO 

B. List the type s of training by craft being administered by your organization. 

C. By training unit, list NCCER’s Standardized Construction and Maintenance Curricula modules being 
taught by craft and module/level numbers, and the average enrollment per class/module. 

Training Unit Craft Average Enrollment 

(Example) Training Institute Electrical I 20 

D. Insert or attach a copy of the written release form which trainees sign to allow NCCER to release 
trainee information to sponsor representatives. 

E. State written policy for retesting upon failure of written or performance tests. 

F. State written policy for the security of written tests. 

<0 
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Form 102 (cont.) 



Section lit Instructors 

A. Describe the method for selection of instructors. 

B. List all Craft Instructors in the program, and include craft certification. 

Instructor s Name Craft 

(Example) Biff Hooper Electrical 

C. State written procedures for the monitoring and evaluation of instructors 

D. Attach your Instructor Handbook provided to each instructor outlining their classroom conduct and 
administrative requirements. If a handbook is not provided to instructors, state your training program 
policy provided to each instructor outlining their classroom conduct and administrative requirements 
and explain how this is communicated to the instructors. 

E. Describe written classroom policy that instructors provide for their students, and attach copy if avail- 
able. 

F. State the written policy for maintaining the security and confidentiality of written tests, test results, and 
manuals that are provided to instructors. 

G. Describe the continuing education plan for your instructors. 

H. Describe the safety training provided for and/or required of your Craft Instructors. 

I. Are instructors required to have First Aid training? Are First Aid kits available to them in the classroom 
and laboratory? 

J. If hazardous materials are present do instructors have access to Material Safety Data Sheets (MSDS)? Is 
there a HAZCOM polity? 

K Do the instructors show the trainees where the MSDS sheets are located and explain how to use them? 

Section IV: Trainees 

A. Describe the written polity for the enrollment of trainees into the training program. 

B. Describe the written polity for the standards for participation of trainees. How is this communicated 
to the trainee? 

C-l. Describe the process for monitoring and documenting advanced standing and/or acceptance of previ- 
ous craft training of trainees. 

C-2. Describe the method by which trainees are permitted to “test out” of levels and/or selected modules. 

C-3. Explain differences, if any, among active training units for C-l and C-2. 

D. Describe the process your active training unit(s) use(s) to control the quantity and selection of new 
trainees. Explain any differences among active training units. 

E. List the total number of trainees enrolled for the past three years by training units and crafts. 

Training Unit Craft 19 19 20 

(Example) Training Institute Electrical 25 25 20 
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Form 102 (cont.) 



F. List the total number of trainees successfully completing training for the past three years by training 
units and crafts. 

Training Unit Craft 19 19 20 

(Example) Training Institute Electrical 23 23 15 

G. List the total number of trainees withdrawing/dropping out of training for the past three years by 
training units and crafts. 

Training Unit Craft 19 19 20 

(Example) Training Institute Electrical 2 2 5 

H. Explain the trainee evaluation system for each active training unit. 

I. Describe the reward system for outstanding trainee performance for each active training unit. 

J. Describe the resolution process for poor trainee performance for each active training unit. 

K. Describe your recordkeeping procedures. Include an explanation of the interface between the sponsor- 
ing organization’s recordkeeping system and each active training unit. (Copies of any forms should be 
attached as needed to clarify this point.) 

L. Describe the counseling services provided for trainees at each active training unit. 

M. Do trainees participate in course evaluation at each active training unit? Describe how. 

N. Do trainees participate in instructor evaluation at each active training unit? Describe how. 

O. Describe the method used to ascertain whether or not trainee job performance has improved for each 
active training unit. Explain how the results are used to improve the specific programs. 

P. State the written policy concerning the training of non-members and/or non-employees. 

Q. State the written policy for the training program provided to trainees, or attach a copy of the Trainee 

Handbook if available. If a handbook is not provided to trainees explain how this is communicated to 
the trainees. 

IL State the written policy that is provided to trainees regarding conduct in the classroom. (Reference 
Trainee Handbook if available.) 

S. State the written polity covering trainee absenteeism and tardiness. (Reference Trainee Handbook if 
available.) 

T. State the written polity for trainee grievance procedures. (Reference Trainee Handbook if available.) 

U. State the written polity for informing trainees of test results. (Reference Trainee Handbook if avail- 
able.) 

V. State the written polity concerning trainee safety procedures. (Reference Trainee Handbook if avail- 
able.) 

W. Does your program currently provide any outreach to area schools in the form of School-To- Career 
sponsorship, Job Fairs, Career Days, etc.? If so, please provide a brief description of your activities. 
Include any training figures under items E, F, & G of this section. 
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Form 102 (cont.) 



Section V: Facilities and Services 

A. Describe classroom facilities at each active training unit, including: area, seating capacity, furnishings, 
equipment, and other related information. 

B. Provide a brief explanation of classroom control and use. Include coordination procedures if any are 
used for other activities. 

C. Describe laboratory facilities at each active training unit including: area, trainee capacity, furnishing, 
equipment, and the craft(s) which use the laboratory. 

D. Provide a brief explanation of laboratory control and use. Include coordination procedures if any are 
used for other activities. 

E. Describe the instructional resources available to instructors and trainees. 

F. State the written safety policy for classrooms and laboratories at each active training unit. 

G. Describe the safety audit procedures for classroom, laboratory, and equipment that you use at all facili- 
ties. 

H. Identify any minimum federal and state safety requirements your facility(ies) does (do) not meet. 

I. Describe and list all audiovisual equipment, services, and other instructional equipment available for 
each active training unit. 

J. List all equipment available for performance testing at each active training unit. 

K. State the size of the classroom and laboratory areas and the number of students in each at each active 
training unit. 

L. Describe the amount of lighting for the classroom and laboratory areas at each active training unit. 

M. Provide a statement which confirms that required utilities such as gas, water, and electrical services are 
available for instruction as needed at each active training unit. 

N. Explain the procedures for assuring that classroom and laboratory areas are safe, neat, and organized at 
each active training unit. 

O. Describe storage facilities at each active training unit. 

P. Describe the amount of unobstructed walking/working space available at each active training unit. 
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Appendix 2 

Suggested Guidelines for Site Visits 



T his document will be used as a guideline for site visits to accredit sponsors. The general outline of 
site visits should include the following: 



Classroom and Labs 

1. Visit an ongoing class and observe the instruc- 
tors and students. 

2. Inspect classroom and lab facilities. 

3. Consultation with the Sponsor Representative 
and NCCER’s Accreditation Manager as 
needed for clarification of issues noted in the 
Self-Assessment Document. 

4. An opening meeting of die visiting team with 
the Sponsor Representative and an officer of 
the sponsor organization (or the officer’s 
designee). 

5. Inspection of records, facilities, materials, and 
equipment. 

6. Interview with the Sponsor Representative. 

7. Interview with Training Unit 
Rep re sentative ( s ) . 

8. Interviews with Instructors. 

9. Interviews with Trainees. 

10. Interviews with employers of Trainees. 

11. Observation of an ongoing class, or classes as 
appropriate. 

12. Closing meeting with Sponsor Representative 
and an officer of the sponsor organization (or 
the officer’s designee). 



1. A thorough understanding of the Policies and 
Procedures of the Accreditation Process. 
Contact NCCER’s Accreditation Manager if 
there are any questions. 

2. A comprehensive review' of the Sponsor 
Candidate’s Self-Assessment Document. 
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Accreditation Visitor Questionnaire 



1. Review purpose of visit and remind represen- 
tatives that the conference and the results are 
confidential. 

2. What training units are in operation? 

3. Verify credentials of instructors. 

4. Does the sponsor out-source training (use 
third parties to provide training)? If yes, 
describe the chain of responsibility. 

5. Is there a budget established for the program? 
Do the sponsor’s training unit representatives 
and instructors have any input to the budget- 
ing process? 

6. Is there a continuing education program for 
instructors? 

7. What procedure is established for refresher 
training? 

8. Does the sponsor allow testing- out? How is it 
done? 

9. Does the sponsor use the abbreviated 
Instructors Certification Training Program? If 
so, how? 

10. What procedure does the sponsor use to select 
instructors? 

1 1 . How does the sponsor evaluate its training 
program? 

12. Does the sponsor use restricted Craft 
Instructors and/or performance evaluators? 
How are they selected? How does the sponsor 
ensure they are complying with NCCER 
policy? 



Discuss any weaknesses identified in previous 
visits or Self-Assessment Documents and the 
progress made. 

14. Describe the retesting polity for both the 
written and performance tests. 

15. Describe the sponsor’s trainee appeal process. 

16. How does the sponsor maintain test security, 
including confidentiality of test results? 

17. Are safety audits of facilities, laboratories, and 
equipment conducted? 

18. Does this program participate in any formal or 
informal outreach to area schools through a 
School -To- Career vocational training pro- 
gram, Career Days, Job Fairs, etc.? Do you 
work with secondary, middle, and primary 
schools? 

19. Are the policies and procedures covered in die 
Self- Assessment Document replicated, as 
appropriate, in Trainee and Instructor manu- 
als, Policies and Procedures, and/or Employer 
Handbooks? If not, how are they communi- 
cated? 

20. How do you communicate benefits of the 
program to Trainees and Instructors? Does 
your program stress a Career Path concept? 

21 . Before closing, does the sponsor have any 
questions? 



Interviews With Sponsor Represenwive(s) and Training Unit 
Representative(s) 

13. 
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Accreditation Visitor Questionnaire 



Interviews With Craft Instructors 



1 . Explain the purpose of the interview and that 
it is confidential. 

2. What craft(s) does the instructor teach? 

3. Verify that the instructor meets minimum 
requirements. 

4. Does the instructor know who the training 
unit representative is and what the representa- 
tive’s role is? 

5. Does the instructor feel that the ICTP provid- 
ed adequate preparation for instructing? 

6. Is the instructor using NCCER’s Standardized 
Construction and Maintenance Curricula? 
What other materials, if any, are used to aug- 
ment the program? 

7. Does the instructor use NCCER’s 
Standardized Construction and Maintenance 
Curricula Instructor’s Guide? Is it helpful? 

Note suggested improvements. 

8. Determine procedures for the written and per- 
formance tests. 

9. What written policies has the instructor 
received from the training unit sponsor? 

10. Determine the procedure for reporting com- 
pletion of training. 

11. What are the classroom and laboratory policies 
for safety, absenteeism, tardiness, testing and 
other significant factors? Are they in writing? 
Are these policies provided to the trainees? 

12. What is the trainee’s appeals process? 

13. What safety training has the instructor received 
for the classroom, the lab, and for performance 
testing? 

14. Are there First Aid Kits and fire extinguishers 
in classrooms and labs? 

15. Does the instructor have written procedures 
for accidents or emergencies? Are there prac- 
tice drills? If hazardous materials are present, 
does the instructor have access to Material 
Safety Data Sheets (MSDS)? Is there a HAZ- 
COM policy? Does the instructor show the 
trainees where the MSDS sheets are located 
and explain how to use them? 



16. Does the instructor use guest speakers and/or 
restricted instructors? If so, how are they used? 

17. Overall, does the instructor feel adequately 
supported? If not, why? 

18. What is the polity for retesting both written 
and performance tests? 

19. Has the instructor ever tested anybody out? If 
yes, what procedure did he/she use? 

20. Does the instructor have adequate materials 
and equipment for classrooms, laboratories, 
demonstrations, and performance testing? 

21. Does the instructor allow the trainees the 
opportunity to evaluate the program and the 
instructor? 

22. What is the sponsor’s polity on counseling and 
what procedures are used? 

23. Describe the teaching techniques that are used 
in the classroom and laboratory. 

24. How does the instructor maintain test security 
and confidentiality of test results? 

25. Who grades the tests? How are the results 
communicated? 

26. How does the instructor handle trainees who 
are having difficulty with the training? 

27. Does the instructor conduct safety audits of 
classrooms, laboratories, and equipment? If 
not, who does? 

28. What continuing educational opportunities are 
provided for instructors? 

29. What are the strengths and weaknesses of the 
program? 

30. Ask for at least one change the instructor 
would make to the program. 

31. Are there any final suggestions the instructor 
can make to improve the program? 

32. Before closing, does the instructor have any 
questions? 
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Accreditation Visitor Questionnaire 



Interviews With Trainees 



1. Explain the purpose of the interview and that 
die discussion is confidential. 

2. hi what sponsored training programs has the 
trainee participated? 

3. Who taught the class? 

4. Generally, has the trainee’s instructor been 
effective? Why? Why not? 

5. Ask die trainee to explain what the craft stan- 
dardization program is about. Clarify any mis- 
understanding. 

6. Has the trainee completed any written or per- 
formance tests? If so, ask how these were 
administered. 

7. Has the trainee received safety training? 

8. How is safety stressed in all classes? 

9. Has the trainee observed any unsafe condi- 
tions in the classroom? Were they reported? 
What was the result? If hazardous materials 
are present, does the instructor have access to 
Material Safety Data Sheets (MSDS)? Is there 
a HAZCOM polity? Does the instructor show 
the trainees where the MSDS sheets are locat- 
ed and explain how to use them? 

10. In the trainee’s opinion, is there adequate 
equipment and materials available for training? 

1 1 . Are there any distractions in the classrooms or 
laboratories? 

12. Does the instructor encourage student feed- 
back? 



13. Has the trainee received an NCCER tran- 
script? If yes, how was it received? Does the 
trainee understand the purpose and signifi- 
cance of the transcript? 

14. Does the trainee’s instructor use NCCER’s 
Standardized Construction and Maintenance 
Curricula? Does he use other manuals? 

15. Does the trainee know the passing criteria for 
written and performance tests? 

16. Are guest speakers used? If so, what did they 
teach? Was the instructor present? 

17. Was the trainee provided written classroom 
policies? Ask for some examples of the rules, 
(i.e. absenteeism, tardiness, etc.) 

18. Has the testing out procedure been explained 
to the trainee? Has the trainee ever tested out? 
If yes, ask trainee to explain the procedure 
used. 

19. Is the instructor available outside of class? 

20. In the trainees opinion, what are the strengths 
and weaknesses of the program? 

21. Ask for at least one way in which the program 
can be improved. 

22. Does the trainee have any additional sugges- 
tions that could improve the program? 

23. Before closing, does the trainee have any 
other comments or questions? 
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Accreditation Visitor Questionnaire 



Interviews With Employers of Trainees 



1 . Explain the purpose of the interview and that 
the discussion is confidential. 

2. In what sponsored training programs do the 
employer’s trainees participate? 

3. What are the reasons the employer is using 
this training? 

4. Generally, has training been effective/prof- 
itable to the employer? Why? Why not? 

5. Discuss the craft standardization program and 
ask if the employer is familial* with die pro- 
gram. Clarify any misunders tan ding. 

6. Does die employer provide on-the-job perfor- 
mance evaluation? Are performance evaluators 
certified according to NCCER guidelines? 

7. Is die training program sponsor responsive to 
employer training needs? 



8. Is the employer aware of channels for commu- 
nicating needs to die training program spon- 
sor? 

9. In the employer’s opinion, does die sponsor 
have adequate equipment and materials avail- 
able for training? 

10. Does the sponsor report to the employer in 
an accurate and timely fashion? (i.e. grades, 
attendance.) 

1 1 . Does the sponsor provide a written employ- 
er’s handbook for the training program(s). 

12. In the employer’s opinion, what are the 
strengths and weaknesses of the program? 

13. Ask for at least one way in which the program 
can be improved. 

14. Before closing, does the employer have any 
other comments or questions? 
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Appendix 3 

Accreditation Process Flow Chart 



B elow is a copy of the Accreditation Process Flow Chart. It graphically represents the steps that 

occur in the Accreditation Process from beginning to end. It delineates responsibilities and proce- 
dures of all parties involved in the process. 

Sponsor candidates should utilize diis flow chart in planning their own accreditation efforts and in laying 
out a time line for the completion of the process. 

If there are any questions regarding the Accreditation Process, please contact NCCER’s Accreditation 
Department at (352) 334-0911. 



NCCER Accreditation Process 




ERIC 
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Guidelines for the Administration and Accreditation of the Standardized Craft Training Process 



Forms Section 



National Center for Construction Education and Research 

Standardized Craft Training Process 
Registration and Release Form 

Important: Type or print legibly . Any inaccuracies on this form may be reflected on 

student transcripts and training records . 

Sponsor Name: 

Check One: □ Student O Craft Instructor 

Name: 

Social Security #: - - 

Job Title: 

Company Name: 

Company Address: 

City: State: Zip: 

Company Phone: Company Fax: 

I hereby authorize die Registrar of the NCCER Nadonal Craft Training Registry to verify information in my craft training 
records to Sponsor Representatives upon request. I release and hold harmless the National Center for Construction Education 
and Research for this verification process. 

Signature: Date: 

OPTIONAL ~ ~ 

Address: 

City: State: Zip: 

Phone: Student’s Fax: 

Sex: Race: Military Service: □ Yes □ No 




OPTIONAL 

Education 



High School: 



School and location 



Last year completed 
12 3 4 



Degree/ Certificate 



Major 



College: 



12 3 4 



Trade/Business: 



12 3 4 



Other: 



12 3 4 



Construction Experience (years): Type of Work: 

***NOTE: To be entered in the National Center for Construction Education and Research’s National Training Registry, you must complete 
this Registration and Release Form. This form must either be forwarded by your sponsor to the Registrar of the NCCER, or the 
Sponsor may choose to maintain the Release Forms locally and provide the Registry with written notification of trainees or 
instructors, including their names and social security numbers. This written notification must include the signature of the 
Sponsor Representative or other authorized officer of the Sponsor. l/oo 
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National Center for Construction Education and Research 
Standardized Craft Training Program 

FORM 100 - Preliminary Application for Training Program Sponsorship 
Page 1 of 2 

Who Will Use This Form: This form will be completed by Training Sponsor applicants. 

Action: The Sponsor applicant should 1) read and understand the NCCER Guidelines for the Administration 
and Accreditation of the Standardised Craft Training Process, 2) complete this preliminary application form, and 
3) send to the Accreditation Department, National Center for Construction Education and Research. Upon 
receipt of this form, along with a check for $1,000 (made payable to NCCER) as a deposit for the 
accreditation visit expenses, the NCCER will contact the applicant regarding the status of the application. All 
applications will be reviewed by the Trustees of the National Center for Construction Education and 
Research. 



All Blocks MUST Be Filled • Please Type 



Sponsor applicant organization: 




Date: 


Name and Title of proposed Sponsor Representative: 


Phone: 


Fax: 


E-Mail: 


Address: 


City: 


State: 


Zip: 


Shipping Address: 




Shipping Zip: 


Name and Title of Second Contact: 


Phone: 


Fax: 


E-Mail: 


Address: 




City: State: Zip: 

Shipping Address: Shipping Zip: 



(Use additional sheets as needed for the following questions) 



Craft Training areas (Electrical, 
Welding, etc.) 


Estimated Number of Trainees: 


Estimated Number of Craft 
Instructors: 

































Return to: 




NCCER - Accreditation Department 

P.O. Box 141104 • Gainesville FL 32614-1104 • 352-334-0911 • fax 352-334-0932 l/oo 
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NCCER PRELIMINARY APPLICATION FOR SPONSORSHIP 



Page 2 of 2 

All Blocks MUST Be Filled • Please Type 

(Use additional sheets as needed for the following questions) 

Do you have Master Trainers Certified by the NCCER? If yes, please list names and Social Security numbers 

below or provide attachment.. 



Are any of your Master Trainers NCCER Certified Assessment Administrators? 
If yes, please list names and Social Security numbers below. 



Do you have Craft Instructors certified by the NCCER? If yes, please list names, crafts and Social Security 

numbers below or provide attachment.. 



Use the attached TRAINING UNIT INFORMATION SHEET to provide information regarding training 
facilities used for craft training. This requirement is mandatory. 

Are you training in partnership with other organizations or association? □ Yes □ No If Yes, please list. 



I attest that this information is true, and that the Sponsor has read and agrees to abide by the 
Conditions set forth in the NCCER Guidelines for the Administration and Accreditation of the 
Standardized Craft Training Process. 

Signature and typed name of Sponsor Representative: 



Date: Title: 



Signature, typed name and title of an Officer of Sponsor Organization: 



Date: 



Title: 




i/oo 
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National Center for Construction Education and Research 

Training Unit Information Sheet 




Sponsor/Candidate Name: 



Sponsor Representative Name: 



Training Unit Name: Accredited □ 

Training Unit Representative Name: 

Address: 



City: 



State: 



Phone: 



Fax: 



n School (Check all that apply) 

□ Contractor Facility 

□ Sponsor Facility 
Number of Students: 



Secondary 

Vocational/Technical 

Post Secondary 

STW Programs 

Classroom Training 

Performance Testing 

STW Programs 

Classroom Training 

Performance Testing 



Crafts being taught (please list): 



Zip Code: 



E-Mail: 

Other (Explain) 



Training Unit Name: 

Training Unit Representative Name: 
Address: 



City: 

Phone: 

n School (Check all that apply) 

H Contractor Facility 

□ Sponsor Facility 
Number of Students: 



State: 

__ Fax: 

Secondary 

Vocational/Technical 

Post Secondary 

STW Programs 

Classroom Training 

Performance Testing 

STW Programs 

Classroom Training 

Performance Testing 



Crafts being taught (please list): 



Zip Code: 



E-Mail: 

Other (Explain) 



Accredited H 



ERIC Signature: 

j ***Note: Please copy this form to provide information on additional trai 




Date: 



i/oo 
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National Center for Construction Education and Research 

STANDARDIZED CRAFT TRAINING 

FORM 103 - Guidelines for the Preparation and 
Submission of Annual Reports 

This form revised January, 2001 




Sponsors with accredited craft training programs are required to submit an annual report 
following the format provided in this document. This report shall be submitted to the NCCER 
no later than February 1 st each year. This report will summarize the activities of the 
preceding calendar year (January 1st through December 31st ) and will be signed by the 
Sponsor Representative. 

Part One of the Annual Report shall identify progress made by the sponsor to alleviate 
weaknesses or former undeveloped potentials realized since the previous Annual Report or 
Accreditation Visit. 

Part Two of the Annual Report requires specific data regarding the sponsor’s craft training 
programs. This data is used for research purposes and allows The Center and its sponsors 
to track progress and trends nationally. It also serves as a basis for continuing accreditation. 

Upon receipt of the Annual Report a designated NCCER staff member will review it for 
compliance to format and guidelines. If the Report does not meet the standards described, 
the Report will be returned to the Sponsor Representative along with specific feedback 
noting the need for specific data. A revised report will be required within thirty days. 

The Sponsor may request a diskette provided to facilitate the completion of the Annual 
Report from the NCCER’s Accreditation. There is also a hard copy of the Annual Report 
form provided which the Sponsor may use to make notes and otherwise assist them in 
completing this form. Once the information is entered onto diskette print the document in 
preparation for mailing to the NCCER. 

This form provided on the NCCER’s web-site (http://www.nccer.org) is in MS Word 97. 
It may be copied and saved as such to the Sponsor’s in house computer to facilitate 
the timely completion of the Annual Report. 

The Annual Report may be submitted in typed format on 8 Vz by 1 1 paper. All sections will 
be referenced as presented in this procedure. All reports must be signed by the Sponsor 
Representative. 
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Ofiz ceNationaf C.s.nts.% fox donitxuction Education & <^f\diEa~cli 

NCCER Form 103: Annual Report 

National Center for Construction Education and Research 

Form 103 - Annual Report Document , 

Note: For responses with fields, place cursor inside of field and begin typing. 
Sponsor: company or chapter name 
Sponsor Address: mailing address 
City/State/Zip Code: 

Sponsor Shipping Address: 

City/State/Zip Code: 

Telephone: main operator swichboard 
Fax: 

Sponsor Representative: 

Title: position with company or chapter 
Telephone: 

Fax: 

email: 

2 nd Contact: 

Title: position with company or chapter 
Telephone: 

Fax: 

email: 

Current date of completion: 
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{ ~Ul\ i dVabLonaf dznkzi jox (domliuctLon Education & cz^EiEaicfi 

NCCER Form 103: Annual Report 

Annual Report, Part 1 : Weaknesses and Undeveloped Potentials 

1. Weakness: 

List each weakness cited in your organization’s most recent accreditation visit. If 
more appropriate (no recent visit), list any weakness identified by your organization. 
For each weakness identified, describe what your organization has done to 
alleviate the condition and how it was accomplished. 



2. Undeveloped Potentials: 

List each undeveloped potential identified in your organization’s most recent 
accreditation visit. If more appropriate, list any undeveloped potential identified by 
your organization. Describe what was done to develop this potential in the past 
calendar year and what continuous improvement efforts are in place. Be specific. 



3. Specific Changes: 

Describe specific changes that occurred during the preceding calendar year in the 
following areas: 




A. Organization and Administration 



B. Specific training conducted 



C. Instructors and Assessment personnel. List and include social security number 
for verification. (Compare NCCER Registry List for Accuracy. Note differences, 
if any.) 



C-1 List the Instructors or Assessment personnel dropped from your program and 
include social security number for Registry Records. 



Please note: Sponsors and Sponsor Candidates are required to submit to the NCCER’s National Registry a Standardized Craft 
Training Process Registration and Release Form for each trainee and instructor currently enrolled in the program. Trainees and 
instructors who have not completed the Registration and Release Form and had them submitted will not be entered into the NCCER’s 
National Registry. 

D. Trainees 



E. Facilities and Services (include any changes in training units) 



( Z7^£ <^Nation a£ Gzntzi j-oi ConitxuctLon Education & cJd £ maxcfi 

NCCER Form 103: Annual Report 

Annual Report, Part 2: Statistical Summaries 

1. Program Offerings 

For each training unit, list the various NCCER Standardized Craft Training curricula 
(WOL) being used and for what type(s) of training. Use the following format. 



(Tab from field to field. Tab through to end of row and then hit Tab again to create next row as needed. Use 
arrow keys, or right click with mouse to move cursor out of information fields and into next subject/field.) 



Training Unit 


INCCER Standardized Craft 


Indicate Type of Training With an 
“X” in Appropriate Column 


Task 


Appren- 

ticeship 


Other 

(Describe) 
























2. Course Offerings 

For each training unit list the Wheels of Learning modules being taught by craft and 
module number/or level, and average enrollment per class. Use the following format. 



(Tab from field to field. Tab through to end of row and then hit Tab again to create next row as needed. Use 
arrow keys, or right click with mouse to move cursor out of information fields and into next subject/field.) 



Training Unit 


Craft Instructor 


Craft 


WOL Module 
Numbers or 
Level 


Average 

Enrollment 























3. Enrollment Data 

For each active training unit indicate by craft the total number of trainees enrolled for the 
past three years. Use the following format. 



(Tab from field to field. Tab through to end of row and then hit Tab again to create next row as needed. Use 
arrow keys, or right click with mouse to move cursor out of information fields and into next subject/field. Years 
should be in ascending order, left to right. ) 



Training Unit 


:NCCER Standardized Craft 


Total # of Trainees Enrolled 


19 


19 


00 
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NCCER Form 103: Annual Report 




4. Completion Data 

a. For each active training unit, indicate, by program, the number of trainees successfully 
completing training. Use the following format. 

(Tab from field to field. Tab through to end of row and then hit Tab again to create next row as needed. Use 
arrow keys, or right click with mouse to move cursor out of information fields and into next subject/field. Years 
should be in ascending order, left to right. ) 



Training Unit 


:NCCER Standardized Craft 


Total # of Trainees Who 
Successfully Completing Craft in: 


19 


19 


00 























b. For each active training unit, indicate, by program, the trainees that withdrew or 

dropped out of the training program for the past three years. Use the following format. 

(Tab from field to field. Tab through to end of row and then hit Tab again to create next row as needed. Use 
arrow keys, or right click with mouse to move cursor out of information fields and into next subject/field. Years 
should be in ascending order, left to right. ) 



Training Unit 


INCCER Standardized Craft 


Total # of Trainees Who Withdrew 
or Dropped Out in: 


19 


19 


00 























Signatures of the Sponsor Representative is required as verification to the accuracy and completeness 
of the Sponsor’s annual report. Space is provided for an additional Sponsor Officer sign at sponsor’s 
discretion. 



Sponsor Representative Date 



Sponsor Officer Date 

Please return a printed “hard copy” of the Annual Report Document to: 

Accreditation Department 
NCCER 

P.O. Box 141104 
Gainesville, Florida 32614 



ERfC 
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National Center for Construction Education and Research 
Standardized Craft Training Program 

FORM 104 -Application for Accredited Training Unit 
Page 1 of 3 

Who Will Use This Form: This form will be completed by Training Unit applicants. 

Action: The Training Unit applicant should 1) read and understand the NCCER Guidelines for the Administration 
and Accreditation of the Standardized Craft Training Process, 2) complete this preliminary application form, and 
3) send to the Accreditation Department, National Center for Construction Education and Research, or sponsor, as 
appropriate. Upon receipt of this form, along with a check for $35.00 (made payable to NCCER) as an application 
fee, the NCCER will contact the applicant and/or sponsor regarding the status of the application. All applications 
will be reviewed by the Trustees of the National Center for Construction Education and Research. 

All Blocks MUST Be Filled. Please Type 

Applicant Organization Name: Date: 

Type of Organization: 

Organization Sponsor: 

Name and Title of Applicant Representative: 

Phone: Fax: Email: 

Address: 

City: State: Zip: 

Shipping Address: Shipping Zip: 

Name and Title of Second Contact: 

Phone: Fax: Email: 

Address: 

City: State: Zip: 

Shipping Address: Shipping Zip: 

(Use additional sheets as needed for the following questions) 




Craft Training Areas 
(Electrical. Welding, etc.) 


Estimated Number of Trainees: 


Estimated Number of Craft 
Instructors: 








| 




j 

| 










! 

- 
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Form 1 04 NCCER APPLICATION FOR TRAINING UNITS 1 

Page 2 of 3 

All Blocks MUST Be Filled • Please Type 

(Use additional sheets as needed for the following questions) 

Do you have Master Trainers Certified by the NCCER? If yes, please list names and social 

Security numbers below. 



Do you have Craft Instructors certified by the NCCER? If yes, please list names and social 

security numbers below. 



Use the attached TRAINING UNIT INFORMATION SHEET to provide information regarding training facilities used 
for craft training. This requirement is mandatory. 

Are you training in partnership with other organizations or association? □ Yes □ No Please provide or 

attach an explanation. 



I attest that this information is true, and that the Training Unit has read and agrees to abide by the conditions set 
forth in the NCCER Guidelines for the Administration and Accreditation of the Standardized Craft Training 
Process. 

Signature and typed name of Training Unit Representative: 



Date: Title: 



Signature, typed name and title of an Officer of Training Unit Organization: 



Date: 



Title: 
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Page 3 of 3 



Form 1 04 NCCER APPLICATION FOR TRAINING UNITS 



This document is intended as a check-list to assist potential ATUs in assessing their program’s status at the start of the accreditation 

process. Please check (V) the appropriate box, Yes ( } or No ( }. This portion of the document to be submitted at the time of 

application and is not intended to substitute or replace the ATU candidate’s Self Assessment Document. It should also be understood 
that having a policy or circumstance in place does not imply that the ATC candidate is in compliance with the NCCER policies and 
procedures. 



1. 


Yes 


No 


2. 


Yes 


No 


3. 


Yes 


No 


4. 


Yes 


No 


5. 


Yes 


No 


6. 


Yes 


No 


7. 


Yes 


No 


8. 


Yes 


No 


9. 


Yes 


No 


10. 


Yes 


No 


11. 


Yes 


No 


12. 


Yes 


No 


13. 


Yes 


No 


14. 


Yes 


No 


15. 


Yes 


No 


16. 


Yes 


No 



17. Yes No 



The training unit has training goals and objectives. 

There is a budgeting procedure in place for the program. 

There is a procedure in place for evaluating the program. 

The program has documented linkage to the construction industry. 

The program has industry oversight that provides effective consultation 
and support including input into the program’s overall planning, development, 
execution and evaluation. (Regularly scheduled meetings?) 

Is there linkage for students/trainees from the program to the industry. 

The program currently utilizes the NCCER’s Standardized Craft 
Training curricula and/or the NCCER’s testing procedures. 

The program currently uses instructors who are NCCER certified. 

The program currently has an NCCER certified Master Trainer. 

The program currently provides for safety training for instructors and 
students/trainees. 

The program currently provides instructors with Instructor Handbooks 
or procedures outlining classroom conduct and administrative requirements. 

The program currently provides students/trainees with Handbooks 
outlining their classroom conduct and administrative requirements. 

The program’s classroom facilities provide sufficient area, seating, 
furnishings, and equipment including books, audio-visual, white boards, etc. 

The program’s laboratory facilities provide sufficient area, seating, 

furnishings, and equipment including tools, machines and materials to allow for both hands-on training and 
performance testing. 

The program has sufficient first-aid, fire and safety equipment. 

There is a safety program in place to provide adequate classroom, 

laboratory and job-site safety training for students/trainees and instructors. 

Is there currently a VICA or other industry career program in place? 



Return to sponsor, or: NCCER - Accreditation Department 

P.O. Box 141104 • Gainesville FL 32614-1104 • 352-334-0911 
fax 352-334-0932 

Revised 1/00 




83 



d Ifis. <d\fationa[ ds.nts.x fox donitxuetion (Education & <c/dzt saxcf 

NCCER Form 105: Annual Report 

Accredited Training Unit-Self Assessment Document 

Form 105 

Training Unit: company or school name 
ATU Candidate Address: mailing address 
City/State/Zip Code: 

ATU Candidate Shipping Address: 

City/State/Zip Code: 

Telephone: main operator swichboard 
Fax: 

ATU Representative: 

Title: position with company or school 
Telephone: 

Fax: 

email: 

2 nd Contact (optional): 

Title: position with company or school 
Telephone: 

Fax: 

email: 

Current date of completion: 




Section I: Organization and Administration 



The purpose of this section is to assess the training unit’s organization and 
administration for it ’s training program. Where requested please provide a brief 
and complete written statement or reference an attachment to this document. In 
other cases check ( V) the blank provided Yes or for No.. 



A. Provide a brief description of the training unit’s training history. Include 
the number of years of craft training and crafts being taught. Reference 
any Department of Education and/or Vocational Board approval or 
certification. 



B. List or attach the training goals and objectives for the training unit. 
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NCCER Form 105: Annual Report 

C. Provide the written policy for addressing grievances and reference the 
NCCER Guidelines where applicable. 

D. Provide the policy for complying with Federal and state regulations 
concerning ADA and EEO/ Affirmative Action. 

E. Provide an organizational chart for the training unit that demonstrates 
staffing management functions and linkage to the NCCER and/or the 
Sponsoring organization. 

F. Explain the budgeting procedure, including day to day expenditures for 
the program and provide a budget statement to the Accreditation Team 
for inspection. 

G. Explain the policy for the formal evaluation of the training provided by 
the training unit. (How do you determine if the training program is 
effective?) 

H. State the training unit policy for the control of substance abuse. 

I. If the training unit is a secondary or post-secondary school does its 
program provide for linkage to the industry? State the policy in place and 
provide documentation (i.e. minutes of meetings) that will demonstrate 
the oversight provided by this linkage. 

Under separate attachment provide a list of those members of the industry 
providing oversight of the program. For each include: 

Name 

Advisory position 

Company name, address and phone number 
Company Title 
Craft area of expertise 

Partnering Trade Association to which they or their firm belong 

J. If the training unit is a secondary or post-secondary school does its 
program provide assistance to students linking them to employers? 
Explain: 

K. Describe the training unit’s procedure for transmitting records to the 
Sponsor and/or NCCER. 





85 



H7 dz cdVationaf dzntzi j'O’i donztiuciion Education £7 cffzzzaTcd 

NCCER Form 105: Annual Report 




Section II: CURRICULA 



The purpose of this section is to verify the curricula in place for this program as 
applies to NCCER Standardized Training. Where requested please provide a 
brief and complete written statement or reference an attachment to this document. 
In other cases check ( if) the blank provided Yes or for No.. 



A. Does the training unit use the NCCER’ s Standardized Craft Training 
curricula? 

YES NO 

If no, does the training unit utilize the NCCER’ s testing procedures. 
YES NO 

B. List the types of craft training utilizing the NCCER Standardized Craft 
Training curricula and/or testing process, including Module numbers as 
appropriate, and the average enrollment per class/module. 

( Sample ) Craft- Module/Level Ave. Enrollment 

Electrical Level I 20 



C. Does the training unit provide a written release form which trainees and 
parents (as required) sign to allow the NCCER to release trainee 
information to sponsor representatives? (Attach a copy) 

YES NO If no, explain why. 

D. State the training unit policy for re-testing in compliance with NCCER 
guidelines on both written and performance tests. 

E. State the training unit policy for security of written and CD-ROM tests, 
reference the NCCER guidelines. 
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NCCER Form 105: Annual Report 




Section III: INSTRUCTORS 



The purpose of this section is to verify that instructors are in compliance with 

NCCER policy. Where requested please provide a brief and complete written 

statement or reference an attachment to this document. In other cases check ( V) 

the blank provided Yes or for No.. 

A. Describe the method for the selection of instructors. 

B. List all Craft Instructors for the program and include their NCCER craft 
certification. 

Instructor’s name Craft 

(example) Biff Hooper Electrical 

C. State written procedures for the monitoring and evaluation of instructors. 

D. Attach your Program Handbook provided to instructors outlining their 
classroom conduct and administrative requirements. It should outline 
their classroom conduct and administrative requirements and reference 
the NCCER Guidelines where appropriate. (Specific reference to 
NCCER Guidelines may be provided to program participants via 
attachment to existing participant manuals.) 

If a handbook is not provided to instructors, state your training program 
policy provided to each instructor, and explain how this is communicated 
to the instructors. 

E. List all Master Trainers for the program. 

F. State the written policy for maintaining the security and confidentiality of 
written tests and test results. 

G. Describe the continuing education plan for your instructors including 
organized in-service and upgrading. 

H. Describe safety training provided or required for and/or required of your 
craft instructors. 

I. Are first aid kits available in the classroom and laboratory? 

YES NO If no, explain why. 

J. If hazardous materials are present do instructors have access to Material 
Safety Data Sheets (MSDS)? Are the trainees advised as to their use and 
where they are located? 



YES 

Explain: 



NO 
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NCCER Form 105: Annual Report 




Section IV: STUDENTS/TRAINEES 



The purpose of the section is to verify Student/T rainee selection and participation 
in the NCCER’ s Standardized Craft Training is in compliance with NCCER 
Guidelines. Where requested please provide a brief and complete written 
statement or reference an attachment to this document. In other cases check ( 2) 
the blank provided Yes or for No.. 

A. Describe the policy for trainee enrollment into the training program. 
Include any testing for aptitude and other related procedures. 

B. Describe the standards for participation by Students/Trainees and explain 
how this is communicated to them. 

C. Explain how the training unit provides for the monitoring and acceptance 
of advanced standing and/or acceptance of previous craft training of 
Students/Trainees. (Post-secondary programs only) 

D. Explain how the training unit allows Students/Trainees to “test-out” in 
compliance with NCCER Guidelines. (Post-secondary programs only) 

E. List the total number of Students/Trainees enrolled for the past three 
years by crafts. 

Total # of Students/Trainees Enrolled 

Craft 19 19 00 

(sample ^Electrical 25 25 20 

F. List the total number of Students/Trainees completing training for the 
past three years by crafts. 

Total # of Students/Trainees Enrolled 

Craft 19 19 00 

( sample )E\ec\nc&\ 22 23 20 

G. List the total number of Students/Trainees failing to complete training for 
the past three years by crafts. 

Total # of Students/Trainees Enrolled 

Craft 19 19 00 

(sample)E\zc\ncdl 3 2 0 

H. Briefly describe the trainee evaluation system. 

I. Is there a reward system for outstanding Student/Trainee performance? 
YES NO 
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Explain: 



J. Describe the process in place for the resolution of poor trainee 
performance. 

K. Describe counseling services provided for Students/Trainees and does 
this service provide for linkage of Students/Trainees to potential 
employers. 

L. Describe how Students/Trainees participate in course evaluation. 

M. Describe how Students/Trainees evaluate instructors. 

N. Where applicable, describe the method to ascertain whether or not 
trainee job performance has improved and how this information is used 
to improve the specific programs. 

O. Attach your Program Handbook provided to each student/trainee 
outlining their classroom conduct and administrative requirements. It 
should outline their classroom conduct and administrative requirements 
and reference the NCCER Guidelines where appropriate. (Specific 
reference to NCCER Guidelines may be provided to program 
participants via attachment to existing participant manuals.) 

If a handbook is not provided to Students/Trainees, state your training 
program policy provided to each, and explain how this is 
communicated to the Students/Trainees. 

P. State the policy covering student/trainee absenteeism and tardiness. 

Q. State the policy allowing for student/trainee grievances with reference 
to the NCCER. 

R. Provide the written policy concerning student/trainee safety procedures. 




89 



C7/i£ czAfationaf Centex fox Comtxuciion C ducat Lon & —Cecea-icli 

NCCER Form 105: Annual Report 




Section V: FACILITIES and SERVICES 



The purpose of this section is provide an oversight of Facilities and Services and 

their ability meet the requirements of the NCCER’ s Standardized Craft Training. 

Where requested please provide a brief and complete written statement or 

reference an attachment to this document. In other cases check ( V) the blank 

provided Yes or for No.. 

A. Describe classroom facilities including area, seating capacity, furnishing, 
equipment (including books, audio-visual, white -boards, etc.) and other 
related information. 

B. Describe laboratory facilities including area, seating capacity, furnishing, 
equipment (including tools, machines and materials) and other related 
information. 

C. Describe the control and use of classrooms and laboratories. If the 
classrooms and laboratories are used for other activities provide the 
procedures in place for the control and use of those facilities. 

D. Describe the instructional resources adequate for instructors and trainees. 

E. State safety policy in place for classrooms and laboratories, in 
compliance with state guidelines that includes auditing of facilities and 
equipment. 

F. Describe or list equipment available for performance testing. If 
applicable, explain why performance testing is not possible at the training 
unit. 

G. Do the training unit’s facilities and public services (gas, water, lighting, 
etc.) comply with state and/or federal requirements? 

YES NO Explain 

H. Describe all audiovisual equipment, services and other instructional 
equipment available for training. 

I. Describe the size of classrooms and laboratory areas and the number of 
trainees using each at one time. 

J. Explain the procedures for assuring that classroom and laboratory areas 
are safe, neat and organized. (Are facilities audited before each use?) 

K. Describe storage facilities. 

L. Describe the amount of unobstructed walking/working space available. 
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NCCER CRAFT TRAINING REPORT FORM 
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National Center for Construction Education and Research 

FORM 300 - Change of Sponsor Information 

Use this form to report changes to the NCCER. 




Page 1 of 2 

Sponsor Name: 



Please Type or Print legibly 



□ Sponsor 



New 

Change Information 

Drop 



Effective Date: 



Sponsor Unit Representative: 

Job Title: 

Secondary Contact: 2 nd Contact Title: 

Sponsor Name: 

Sponsor Address: 

City: State: 

Phone: Fax: 



Zip: 



E-mail: 



□ Training Unit 



*New training units are to be registered using the Training Unit Information Form 

Change Information 

Drop 

Effective Date: 



Training Unit Representative: 

Job Title: 

Unit Address: 

City: State: Zip: 

Phone: Fax: 

E-mail: 



□ Master Trainer 

Name: 

Social Security #: 

Job Title: 

Company Name: _ 

Company Address: 

City: 

Phone: 



Drop 

Change Information 
Add 



□ Craft Instructor 
Effective Date: 



State: 

Fax: 



Drop 

Change Information 

Add 



Zip: 
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FORM 300 - Change of Sponsor Information page 2 of 2 

□ Trainee □ New Sponsor Effective Date: - - 

Name: 

Social Security #: - - 

Job Title: 

Company Name: 

Company Address: 

City: State: Zip: 

Phone: Fax: 

Home Address: 

City: State: Zip: 

Student’s Phone: Student’s Fax: 



Return to: 

NCCER - Registrar 
P.O. Box 141104 
Gainesville FL 32614-1104 
Phone 352-334-0920 
fax 352-334-0931 
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NATIONAL CENTER FOR CONSTRUCTION 
EDUCATION AND RESEARCH 

Affiliated with the University of Florida 



O 

ERIC 



P.O. Box 141104 
Gainesville, Florida 32614 
(352) 334-0911 • (352) 334-0932 (Fax) 
www.nccer.org 
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